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POLICE  DEPARTMENT 

City  and  County  of  San  Francisco 

January  18,  1951 

The  following  rules  and  regulations  are  here- 
by approved,  adopted  and  published  for  the 
information,  guidance  and  government  of  the 
members  of  the  police  department,  effective 
8  A.M.,  January  17,  1951. 

All  rules,  and  regulations  issued  prior  to 
January  17,  1951,  are  hereby  revoked,  effective 
8  A.M.,  January  17,  1951,  together  with  all 
orders  and  instructions  heretofore  issued  that  in 
anywise  conflict  with  these  rules  and  regula- 
tions, except  orders  which  apply  to  individuals, 
or  to  the  command  of  a  district,  bureau  or  unit 
of  the  police  department. 

The  rules  and  regulations  herein  adopted 
may  be  amended  or  repealed  by  resolution  of 
the  Police  Commission. 

By  order  of: 

THE  POLICE  COMMISSION 
J.  Warnock  Walsh,  President, 
Henry  C.  Maginn,  Member, 
Washington  I.  Kohnke,  Member. 

A  True  Copy 

John  T.  Butler, 
Secretary. 

MICHAEL  GAFFEY, 

Chief  of  Police. 


RULES  AND  REGULATIONS  OF  THE 

SAN  FRANCISCO  POLICE 

DEPARTMENT 


This  book  of  rules  and  regulations  shall  be 
known  as  the  "Police  Manual." 

SIGNIFICATION  OF  WORDS 

Words  used  in  this  manual  in  the  present 
tense  include  the  future  as  well  as  the  present; 
the  singular  includes  the  plural,  and  the  plural 
the  singular. 

The  following  words  have  in  this  manual  the 
signification   attached   to   them   in   this   section 


un 
(a 

(b 

(c 
(d 

(e 

(f 

(g 

(h 
(i 


ess  otherwise  apparent  from  the  context: 

"Department"  shall  mean  the  police  de- 
partment. 

"Board"  shall  mean  the  police  commission; 
police  commissioners;  board  of  police 
commissioners. 

"Chief"  shall  mean  the  chief  of  police. 

"Members"  shall  mean  members  and  em- 
ployees of  the  police  department. 

"Rules"  shall  mean  the  rules  and  regula- 
tions of  the  police  department. 

"Shall"  is  mandatory,  and  "May"  is  per- 
missive. 

"Day"  shall  mean  the  24  hours  commenc- 
ing at  8  o'clock  a.m.  and  ending  at  8 
o'clock  a.m.  the  following  day. 

"Watch"  shall  mean  an  eight  hour  tour  of 
duty. 

"Week"  shall  mean  seven  (7)  successive 
twenty-four  (24)  hour  periods  commenc- 
ing at  8  a.m.,  Sunday. 


JURISDICTION 

THE  BOUNDARY  LINES  OF  THE  CITY 
AND  COUNTY  OF  SAN  FRANCISCO  AS 
DEFINED  BY  SECTION  3946  OF  THE 
POLITICAL  CODE  OF  CALIFORNIA: 

"Beginning  at  the  southwest  corner,  being 
northwest  corner  of  San  Mateo/  in  Pacific 
Ocean,  on  the  extension  of  northerly  line  of 
township  three  south,  of  Mount  Diablo  base; 
thence  northerly  along  the  Pacific  Coast,  to  its 
point  of  intersection  with  westerly  extension  of 
low-water  line  on  northern  side  of  the  entrance 
to  San  Francisco  Bay,  being  southwest  corner 
of  Marin  and  northwest  corner  of  San  Fran- 
cisco; thence  easterly  through  Point  Bonita  and 
Point  Cavallo,  to  the  most  southeastern  point 
of  Angel  Island,  all  on  the  line  of  Marin,  as 
established  in  section  three  thousand  nine  hun- 
dred twenty-nine;  thence  northerly,  along  the 
easterly  line  of  Marin,  to  the  northwest  point 
of  Golden  Rock  (also  known  as  Red  Rock), 
being  a  common  corner  of  Marin,  Contra  Costa, 
and  San  Francisco;  thence  due  southeast  four 
and  one-half  statute  miles  to  a  point  hereby 
established  as  the  corner  common  to  Contra 
Costa,  Alameda,  and  San  Francisco;  thence 
southeasterly,  on  the  western  line  of  Alameda 
County  to  a  point  on  the  north  line  of  township 
three  south,  range  four  west,  Mount  Diablo 
base  and  meridian;  thence  westerly  on  town- 
ship lines  and  an  extension  thereof  to  the  place 
of  beginning.  The  islands  known  as  the  Far- 
ralones  (Farrallons)  shall  be  attached  to  and 
be  a  part  of  said  city  and  county." 

In  reservations  owned  by  the  United  States 
and  used  for  naval,  military,  postal,  customs, 
or  other  Federal  purposes,  the  authority  of  the 
United  States  is  supreme. 


ORGANIZATION 

District:  A  distinct  administrative  area  com- 
posed of  patrol  sections  and  beats,  and  com- 
manded by  a  captain. 

Section:  An  administrative  area  of  a  district, 
supervised  by  a  patrol  sergeant. 

Beat:  The  smallest  administrative  area  into 
which  districts  and  sections  are  divided  for 
patrol  purposes. 

BUREAU  OF  INSPECTORS 

(Captain  of  Inspectors  in  Charge) 

*   Investigation  Division 

Identification  Division  and  Criminal 

Correspondence 

CLERICAL  OFFICES  AND 

PROPERTY  DIVISION 

(Department  Secretary  in  Charge) 

Clerical  Division 

Property  Division 

SUPERVISION  OF  DISTRICTS 

(Supervising  Captain  in  Charge) 

TRAFFIC  BUREAU 

''Captain  of  Traffic  in  Charge) 

Central  Traffic  District 

Motorcycle  Division 

Vehicle  Division 

Accident  Prevention  Division 

School  Traffic  Patrols 

PERSONNEL  BUREAU 

(Director  of  Personnel  in  Charge) 

Police  Training  Division 

Personnel  Inspection  Division 

Personnel  Records  and  Medical  Division 

BUREAU  OF  CRIMINAL  INFORMATION 

AND  STATISTICS 

(Director  in  Charge) 

Records  Division 

Statistics  Division 

Teletype  and  Radio  Divisions 

BUREAU  OF  SPECIAL  SERVICES 

(Director  in  Charge) 

Crime  Prevention  Division 

Juvenile  Bureau 

(Captain  in  Charge) 


ADMINISTRATION 

1.  The  government  and  management  of  the 
department  and  of  its  members  shall  be  vested 
in  the  board,  under  the  provisions  of  section  35 
of  the  Charter  of  the  City  and  County  of  San 
Francisco,  State  of  California,  in  effect  Janu- 
ary 8,  1932. 

The  Board: 

2.  May,  on  the  recommendation  of  the  chief, 
reward  any  member  for  heroic  or  meritorious 
conduct.  The  form  or  amount  of  said  reward 
shall  be  discretionary  with  the  board,  but  must 
not  exceed  one  month's  salary  in  any  one  in- 
stance. 

3.  May  for  meritorious  and  extraordinary 
police  service  rendered  by  any  member  in  the 
discharge  of  his  duty  permit  said  member  to 
retain  for  his  own  benefit  any  reward  or  present 
or  any  part  thereof  tendered  to  him. 

4.  Shall  designate  the  time,  date  and  place 
of  holding  the  annual  inspection,  review  and 
exercises  of  the  department. 

5.  ORDER  OF  RANK.  The  order  of  rank 
in  the  Police  Department  shall  be  as  follows: 

Chief  of  Police. 

Deputy  Chief  of  Police. 

Captain  of  Inspectors. 

Department  Secretary. 

Supervising  Captain  of  Districts. 

Director,  Bureau  of  Personnel. 

Captain  of  Traffic. 

Director,  Bureau  of  Criminal  Information. 

Captains  of  Police. 

Lieutenants  of  Police. 

Director,  Bureau  of  Special  Services. 

Sergeants  of  Police. 

Police  Officers. 

Women  Protective  Officers. 


The  Secretary  of  the  Board: 

6.  Is  the  confidential  representative  of  the 
board.  He  shall  report  direct  to  the  board.  He 
shall  conduct  all  interviews  with  persons  hav- 
ing business  to  transact  with  his  office,  and 
bring  before  the  board  only  matters  that  re- 
quire its  attention. 

7.  Shall  keep  his  office  open  daily,  except 
Sundays,  and  holidays,  from  8  o'clock  a.m.  to 
5  o'clock  p.m. 

8.  Shall  be  the  official  custodian  of  all  rec- 
ords, official  documents  and  other  papers  of 
the  board,  and  shall  be  responsible  for  the 
proper  filing,  custody  and  care  of  same. 

9.  Shall  transmit  to  the  chief  all  rules,  orders 
and  directions  issued  by  the  board  affecting  the 
government,  personnel  and  equipment  of  the 
department. 

10.  Shall  receive  and  present  to  the  board 
all  applications  of  members  to  receive  rewards 
or  presents  tendered  them  for  meritorious  and 
extraordinary  services  rendered  in  the  discharge 
of  police  duties. 

CHIEF  OF  POLICE 

The  Chief: 

1 1 .  Shall  be  the  chief  executive  officer  of 
the  department  and  be  chargeable  with  and  re- 
sponsible for  the  execution  of  criminal  laws 
and  penal  ordinances,  rules  of  the  department 
and  orders  of  the  board. 

12.  Shall  have  control  and  direction  of  all 
members  in  the  lawful  exercise  of  his  func- 
tions, with  exclusive  power  to  assign  or  trans- 
fer any  member  to  a  company,  bureau  or  unit 
of  the  department  or  to  detail  any  of  them  to 
such  public  service  as  he  may  direct.  He  is 
hereby  authorized  to  suspend  temporarily  any 
member.  In  all  cases  of  such  suspension,  he 
shall  immediately  report  the  same  to  the  board 
with  the  reasons  therefor  in  writing. 

13.  Shall  devote  his  whole  time  to  police 
work.  In  case  of  his  temporary  absence,  the 
deputy   chief  of  police   shall   act   in  his  stead. 
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If  the  deputy  chief  is  not  available  to  act,  then 
the  commission  shall  designate  some  competent 
member  to  serve. 

14.  Shall  maintain  and  enforce  law  and  dis- 
cipline so  as  to  secure  complete  efficiency  in  the 
department. 

15.  Shall,  subject  to  the  directions  and  orders 
of  the  board,  have  control  of  such  of  the  prisons 
of  the  city  and  county  as  are  not  by  the  general 
law  under  the  control  of  the  sheriff. 

16.  Shall  possess  powers  of  general  police 
inspection,  supervision  and  control  over  all  per- 
sons and  places  engaged  in  any  business  or  call- 
ing for  which  a  permit  subject  to  police  depart- 
ment investigation  and  issuance,  is  required. 

17.  May  refuse  to  issue  any  permit  that  is 
subject  to  department  investigation  and  issu- 
ance, if  it  shall  appear  that  the  character  of  the 
business  or  of  the  applicant  requesting  such 
permit  does  not  warrant  the  issuance  thereof, 
and  he  may  revoke  any  such  permit  as  soon  as 
it  shall  appear  that  the  business  or  calling  of 
the  person  to  whom  it  was  granted  is  conducted 
in  a  disorderly  or  improper  manner,  or  that  the 
place  in  which  the  business  is  conducted  or 
maintained  is  not  a  proper  or  suitable  place  in 
which  to  conduct  or  maintain  such  business  or 
calling. 

18.  May  at  his  discretion  or  upon  the  peti- 
tion of  any  person,  firm,  or  corporation,  ap- 
point, and  at  his  pleasure  remove  special  police 
officers. 

19.  Shall  provide  for  the  care  and  restitu- 
tion of  property  that  may  come  into  the  pos- 
session of  the  department  or  into  the  possession 
of  any  officer  or  employee  thereof,  and  the  sale 
at  public  auction  of  all  such  unclaimed  prop- 
erty, as  well  as  the  disposition  of  such  property 
as  shall  consist  of  weapons  or  articles  used  or 
that  may  be  used  in  the  commission  of  crime, 
or  the  sale  or  disposition  of  which  is  prohibited 
by  law. 

20.  Shall  attend  all  meetings  of  the  Commis- 


sion  in  uniform  and  act  as  prosecutor  in  all 
trials  before  it.  Provided,  however,  that  the 
Chief  may  with  the  approval  of  the  Commission 
designate  another  member  of  the  Department 
to  act  as.  such  prosecutor. 

21.  SJbta.ll  command  the  units  participating  in 
the  annual  inspection  and  review.  He  shall  also 
be  in  charge  of  any  exercises  and  ceremonies 
connected  therewith. 

22.  Shall  be  empowered  to  organize  and 
disband,  at  his  pleasure,  a  police  band  and  a 
drum  corps.  The  personnel  of  said  band  and 
drum  corps  respectively  shall  consist  of  mem- 
bers and  patrol  special  officers.  Said  band  and 
said  drum  corps  shall  be  subject  to  the  orders 
and  directions  of  the  chief. 

23.  Shall  assign  a  member  of  the  department 
to  exercise  supervision  over  the  routine  work  of 
the  office  of  the  Chief,  to  receive  morning  re- 
ports of  captaips  and  all  other  reports  for- 
warded to  his  office.  The  member  so  designated 
shall  refer  to  the  Chief  all  matters  of  impor- 
tance requiring  his  attention. 

23-A.  Shall  assign  a  member  of  the  depart- 
ment to  receive  all  communications  and  com- 
plaints, particularly  complaints  of  citizens.  The 
member  so  designated  shall  make  reference  of 
said  communications  and  complaints  to  direc- 
tors, commanding  officers,  and  individuals  as 
the  importance  of  the  matter  may  demand  so 
that  prompt  and  efficient  action  may  be  taken 
thereon. 

DEPUTY  CHIEF 

24.  The  chief  shall  designate  a  member  of 
the  department  as  Deputy  Chief  of  Police. 

The  Deputy  Chief: 

25.  Shall  report  direct  to  the  chief  and  as- 
sist him  in  the  execution  of  his  office  and  shall 
have  such  powers  and  perform  such  other  duties 
as  the  chief,  from  time  to  time,  may  direct. 

26.  Shall  in  the  absence  of  the  chief,  act  in 
his  stead  and  during  such  absence  shall  possess 
all  the  powers  of  the  chief  in  the  conduct  of 
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the  business  of  the  department  and  in  carrying 
out  the  orders  and  policies  of  the  chief,  and 
shall  not  alter,  revise  or  countermand  such 
orders  or  policies  except  in  case  of  emergency. 
Rules  27  and  28. 

29.  So  that  the  time  of  the  chief  may  not  be 
taken  up  by  matters  of  comparatively  small 
importance,  he  shall  take  complaints  and  give 
such  information  as  may  be  desired  upon  police 
questions  and  to  act  on,  or  dispose  of  them,  in 
accordance  with  the  policies  of  the  chief. 

The  Assistant  Deputy  Chief: 

30.  Shall  report  to  the  chief  and  deputy  chief 
and  assist  them  in  the  conduct  of  the  business  of 
the  department  and  shall  perform  such  duties 
as  the  chief  and  deputy  chief  may  direct. 

DEPARTMENT  SECRETARY 

32.  The  Chief  shall  designate  a  member  of 
the  Department  to  act  as  Department  Secretary. 
The  said  member  so  designated  shall  be  given 
the  title  "Captain"  and  shall  be  addressed  ac- 
cordingly. 

The  Department  Secretary: 

33.  Shall  report  direct  to  the  chief  and  per- 
form such  duties  as  may  be  assigned  to  him. 

34.  Shall,  subject  to  the  orders  of  the  chief, 
have  immediate  supervision  over  the  following 
named  units  of  the  department. 

General  Office. 

Bureau  of  Permits  and  Registration. 

City  Prison. 

Property  Division   (including  Stable  Section, 
Garage    Section,    Supply    Section,    Police 
Arsenal,  and  Prisoners'  Property.) 
SUPERVISING  CAPTAIN 

35.  The  chief  shall  designate  a  captain  of 
police  to  act  as  Supervising  Captain. 

The  Supervising  Captain: 

36.  Shall  report  direct  to  the  chief. 

37.  Shall  have  general  supervision  over  dis- 
tricts and  the  Chinatown  unit.  He  shall  be  re- 
sponsible for  the  proper  enforcement  by  district 
commanders  and   the  officer  in  charge  of  the 
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Chinatown  Squad,  of  all  penal  laws  and  ordi- 
nances and  the  rules  and  regulations  and  orders 
of  the  department.  He  shall  at  unannounced 
and  irregular  intervals  visit  the  headquarters 
of  the  several  districts,  observe  and  inspect  the 
station  records,  and  call  box  operations,  and  see 
that  they  are  properly  kept. 

38.  Shall,  unless  otherwise  ordered,  attend 
meetings  of  the  board  of  police  commissioners 
when  a  member  is  on  trial  on  charges  before 
the  board. 

39.  Shall  confer  with,  advise,  and  assist  dis- 
trict commanders  and,  subject  to  approval  by 
the  chief,  arrange,  alter  or  change  details  or 
assignments  of  members  of  a  district  when  he 
deems  it  necessary  for  the  best  interest  of  the 
department. 

40.  Shall  recommend  to  the  chief  any  neces- 
sary changes  in  the  distribution  of  the  member- 
ship or  equipment  of  the  department. 

41.  Shall  attend  station  roll  calls  at  frequent 
intervals,  observe  the  manner  in  which  they  are 
conducted,  observe  the  condition  of  the  men, 
and  inspect  uniforms  and  equipment,  and  make 
necessary  corrections  in  mode  of  procedure  or 
other  unfavorable  conditions  in  a  district. 

42.  Shall  conduct  such  special  inquiries  and 
inspections  and  perform  such  other  duties  as, 
from  time  to  time,  may  be  assigned' to  him  by 
the  chief  or  deputy  chief. 

43.  Shall,  subject  to  the  approval  of  the 
chief,  in  case  of  an  emergency  in  a  district,  co- 
operate with  the  district  commander  as  to  the 
manner  of  handling  and  policing  the  situation 
and,  if  necessary,  assume  command  during  the 
emergency. 

DIRECTOR  OF  BUREAU  OF  PERSONNEL 

44.  The  chief  shall  designate  a  member  of 
the  department  to  act  as  Director  of  the  Bureau 
of  Personnel. 

45.  The  said  director  shall  be  selected  from 
among  the  members  of  the  department  holding 
the  rank  of  lieutenant  or  higher  . 
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46.  The  Director  of  Personnal  shall  report 
direct  to  the  chief. 

The  Director: 

47.  Shall  carefully  investigate  and  report  to 
the  chief  on  all  complaints  or  charges  made 
against  members,  when  made  by  citizens,  confer 
with  district  or  bureau  commanders  in  making 
such  investigations  and,  whenever  necessary 
for  the  good  of  the  service,  recommend  proper 
disciplinary  action  against  them.  In  cases  of 
well  founded  complaints  of  unofncerlike  con- 
duct, dereliction  of  duty  or  acts  of  omission  by 
a  member,  he  shall  recommend  the  filing  of 
proper  charges  against  him. 

48.  Shall  investigate  and  report  on  all  mat- 
ters relating  to  the  personnel  of  the  department 
referred  to  him  by  the  chief  or  deputy  chief. 

49.  Shall  keep  records  of  the  personnel  of 
the  department,  consult  with  the  police  surgeon 
and  recommend  to  the  chief  the  suitability  or 
fitness  of  members  to  duties  for  which  they 
are  particularly  or  best  adapted. 

50.  Shall  attend  meetings  of  the  board  of 
police  commissioners  when  a  member  is  on 
trial  on  charges  and,  if  requested,  furnish  the 
commission  with  all  pertinent  data  regarding 
the  respondent's  general  reputation  in  the  de- 
partment, his  efficiency,  attentiveness  to  duty, 
compliance  with  orders,  rules  and  regulations 
and  whether  or  not  he  has  performed  his  duties 
satisfactorily. 

51.  Shall  carefully  and  thoroughly  investi- 
gate the  character  and  reputation,  particularly 
as  to  honesty  and  sobriety,  of  any  person  certi- 
fied by  the  Civil  Service  Commission  for  ap- 
pointment to  the  department  and  make  a  writ- 
ten report  to  the  chief  approving  or  disapprov- 
ing his  appointment  and,  if  disapproved,  his 
reasons  therefor.  All  such  investigations  must 
be  made,  completed  and  submitted  to  the  chief 
at  least  two  days  before  the  date  of  appoint- 
ment. In  making  these  investigations  he  shall 
interview    members    of    the    department    doing 

13 


duty  in  the  district  where  the  applicant  resides, 
former  employers  and  others  and  inquire  into 
his  antecedents  and  personal  conduct  with  a 
view  of  ascertaining  whether  or  not  he  pos- 
sesses the  necessary  qualifications  to  become  a 
member  of  the  department  and  whether  or  not 
he  is  a  qualified  voter  and  has  lived  in  the 
city  and  county  for  five  years  as  provided  for 
in  the  charter. 

52.  Shall  supervise  and  conduct  the  school 
for  recruits  in  the  department,  prescribe  courses 
and  instruct  them  in  military  tactics,  use  and 
care  of  firearms,  and  other  police  equipment, 
making  reports,  laws  and  ordinances,  mode  of 
procedure,  courtesy  and  other  subjects  they 
are  required  to  know. 

53.  Shall  supervise  and  conduct  the  Police 
Academy,  arrange  classes  of  the  different  ranks 
and  prepare  curricula  for  the  classes.  He  shall 
supervise  and  conduct  squad,  platoon,  company 
and  battalion  drills  as  directed  by  the  chief. 

54.  Shall  have  immediate  charge  of  person- 
nel and  medical  records  of  the  department  and 
see  that  they  are  accurately  and  efficiently  kept. 

BUREAU  OF  INSPECTORS 

55.  The  Chief  of  Police  shall  subject  to  the 
approval  of  the  Police  Commission,  appoint  a 
Chief  of  Inspectors  from  among  the  members 
of  the  Department  holding  the  rank  of  Captain, 
and  a  Captain  of  Inspectors  from  among  the 
members  of  the  Department  holding  the  rank  of 
Lieutenant  or  higher,  and  the  Bureau  of  Inspec- 
tors shall  consist  of  such  units  of  the  Police  De- 
partment as  may  be  determined  by  the  Chief  of 
Police  and  approved  by  the  Police  Commission. 

The  Captain  of  Inspectors: 

56.  Shall  perform  such  duties  as  may  be  as- 
signed to  him  by  the  Chief  of  Inspectors  subject 
to  the  approval  of  the  Chief  of  Police. 

The  Chief  of  Inspectors: 

57.  Shall  be  subject  to  the  orders  of  the 
Chief  of  Police  and  maintain  his  office  at  Police 
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Headquarters,    the    business    portion    of    which 
shall  be  open  at  all  times. 

58.  Shall  be  responsible  for  the  efficiency  and 
discipline  of  members  of  the  bureau.  He  shall 
devote  his  whole  time  and  attention  to  the  in- 
vestigation and  solution  of  criminal  cases.  He 
shall  cause  ^records  to  be  kept  in  his  office,  in 
which  shall  be  entered  in  detail  all  transactions 
of  the  members  of  the  bureau,  including  the  as- 
signments and  work  performed  by  them  daily. 

59.  Shall  keep  the  Chief  of  Police  informed 
of  all  important  matters  engaging  the  attention 
of  the  bureau,  and  be  prepared,  whenever  called 
upon  by  the  Chief  of  Police,  to  furnish  particu- 
lars of  individual  cases,  together  with  full  in- 
formation as  to  the  action  taken  thereon. 

60.  Shall  assign  or  cause  to  be  assigned 
members  of  his  command  to  investigate  all  cases 
reported  to  his  office  or  brought  to  his  attention, 
and  shall  see  that  they  are  thoroughly  and  effi- 
ciently investigated. 

61.  Shall,  subject  to  the  direction  of  the 
Chief  of  Police,  have  control  of  and  assign  all 
correspondence  pertaining  to  the  work  of  the 
bureau. 

62.  Shall  carry  on  his  daily  watch  report  the 
names  of  all  inspectors,  assistant  inspectors,  and 
members  assigned  to  duty  in  the  bureau. 

63.  Shall  require  all  members  to  report  for 
roll  call  and  assignment  at  9:00  A.M.,  or  at 
such  other  hours  at  he  may  designate. 

64.  Shall  consult  with  the  Chief  of  Police 
and  subject  to  the  direction  of  the  Chief  of 
Police,  make  details  in  extradition  and  other 
cases  when  prisoners  are  to  be  returned  from 
foreign  jurisdictions. 

65.  Shall  not  permit  any  person,  other  than 
members  of  the  department  in  the  discharge  of 
their  duties,  to  visit  the  Bureau  of  Identification 
or  Photograph  Gallery,  except  by  his  permis- 
sion or  by  permission  of  the  Chief  of  Police.  He 
shall  see  that  the  records  and  photographs  of 
said  bureau  and  said  gallery  are  used  for  police 
purposes  only,  and  that  no  photograph  or  other 

15 


record  is  permanently  removed  therefrom  or  ex- 
punged without  order  of  the  Chief  of  Police. 

66.  Shall  assign  the  Department  Criminolo- 
gist in  charge  of  the  Identification  Division, 
consisting  of  Bureau  of  Identification,  Photo- 
graphic and  Fingerprint  Sections,  and  Crime 
Laboratory.  Said  Department  Criminologist 
shall  be  known  by  title  of  "Director." 

67.  Shall  acquire  all  possible  information 
concerning  places  in  this  city  and  county  known 
to  be  or  suspected  of  being  frequented  by  crimi- 
nals or  suspicious  characters,  and  direct  the  at- 
tention of  members  of  the  bureau  to  such  places. 
He  shall  cause  all  inspectors  under  his  command 
to  familiarize  themselves  with  the  criminal  his- 
tory and  personal  appearance  of  all  persons  ar- 
rested for  or  suspected  of  serious  crimes. 

68.  Shall,  when  an  arrest  is  made  by  a  mem- 
ber of  the  uniformed  force  for  a  felony  or  a  se- 
rious misdemeanor,  assign  the  inspector  or  other 
officer  in  charge  of  the  particular  detail  or  unit 
of  his  bureau  specializing  in  the  type  of  offense 
for  which  the  defendant  was  arrested,  so  that 
the  necessary  assistance  shall  be  rendered  the 
arresting  officer  in  preparing  the  case  for  proper 
presentation  in  court. 

MEMBERS— BUREAU  OF  INSPECTORS 
A  Member  of  the  Bureau  of  Inspectors: 

69.  Shall  keep  his  commanding  officer  in- 
formed of  all  police  matters  coming  to  his 
knowledge  relating  to  the  prevention  and  sup- 
pression of  crime,  including  the  detection  and 
apprehension  of  criminals. 

70.  Shall  not  interfere  with  the  work  of 
other  members  of  the  bureau,  unless  ordered 
to  do  so,  or  called  upon  for  assistance.  A  mem- 
ber detailed  on  a  case  shall  be  superior  to  any 
other  member  of  equal  rank  so  far  as  the  par- 
ticular case  is  concerned.  He  may  call  on  any 
member  of  the  department  to  assist  in  making 
an  arrest. 

71.  Shall,  upon  arriving  at  the   scene  of  a 
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crime,  immediately  assume  personal  charge  of 
the  investigation  and  be  responsible  therefor. 
He  shall  make  provision  for  the  immediate 
taking  of  diagrams  and  photographs  and  make 
careful  examination  in  proper  cases  for  the 
existence  of  finger-prints.  Every  article,  matter 
or  thing  which  may  be  relevant  in  the  investi- 
gation, solution  or  prosecution  of  the  case  shall 
be  carefully  noted  and  a  memorandum  made 
thereof. 

72.  Shall  use  every  effort  to  discover  the 
principals  in  any  contemplated  crime,  identify 
and  arrest  criminals  and  recover  stolen  prop- 
erty. 

73.  Shall  not  engage  in  any  detective  work  of 
a  private  nature  without  permission  from  the 
Chief  of  Police. 

74.  Shall,  when  serving  in  extradition  cases, 
proceed  without  unreasonable  delay  over  the 
most  direct  route  to  his  point  of  destination. 
Upon  arrival  he  shall  communicate  with  his 
commanding  officer  and  keep  him  informed  of 
his  progress  in  obtaining  custody  of  his  pris- 
oner. He  shall  again  communicate  with  him 
upon  departure  and  make  known  whether  re- 
turning with  or  without  his  prisoner. 

75.  Shall,  upon  returning  from  absence  from 
the  City  and  County  on  police  business,  render 
in  duplicate  to  his  Commanding  Officer  a  cor- 
rect itemized  account  of  expenses  incurred, 
same  to  be  audited  by  the  latter  and  referred 
to  the  Chief  of  Police. 

76.  Shall,  when  a  communication  is  assigned 
to  him  for  investigation,  make  report  in  writing, 
within  5  days,  of  the  action  taken,  and  if  it 
appears  at  that  time  that  no  further  progress 
can  be  made,  the  communication  shall  be  re- 
turned with  a  full  report  thereon.  If  the  com- 
munication is  retained,  subsequent  reports  shall 
be  made  every  five  days  until  the  investigation 
is  completed. 

77.  Shall  make  daily  written  reports  to  his 
commanding  officer  of  all  matters  requiring 
said  reports. 
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Rule  78. 

79.  Shall  not  correspond  with  or  answer  com- 
munications from  any  person  in  relation  to  offi- 
cial matters  of  the  department.  All  such  com- 
munications and  correspondence  shall  be  refer- 
red to  the  Chief  of  Police. 

80.  Shall,  when  on  duty  and  having  cases  in 
court,  report  at  the  office  of  his  commanding 
officer  immediately  after  the  disposition  of  such 
cases. 

81.  Shall  give  due  credit  to  members  and 
special  police  officers  for  information  furnished 
or  arrests  made,  or  for  any  important  assistance 
rendered  the  bureau  and  shall  report  such  facts 
in  detail  to  his  commanding  officer.  He  shall 
also  cause  to  be  entered  in  the  record  of  ar- 
rests the  name  of  any  member  or  special  police 
officer  who  has  detected  or  assisted  in  the  ar- 
rest of  any  criminal. 

82.  Shall,  so  far  as  possible,  while  engaged 
in  the  investigation  of  crime  or  the  apprehen- 
sion of  criminals,  conceal  his  identity  from  the 
public. 

INSPECTOR,  SCHOOL  TRAFFIC 
PATROLS 

83.  The  chief  shall  detail  a  member  of  the 
department  to  serve  as  Inspector  of  School 
Traffic  Patrols. 

The  Inspector  of  School  Traffic  Patrols: 

84.  Shall  unless  otherwise  ordered  report  to 
the  captain  of  traffic. 

85.  Shall  keep  in  close  contact  with  officials 
of  public,  private  and  parochial  schools  to  the 
end  that  children  going  to  and  from  said  schools 
may  be  safeguarded  against  traffic  accidents. 

86.  Shall  see  that  junior  traffic  patrols  main- 
tained in  the  vicinity  of  schools  are  properly 
organized  and  instructed  in  the  safeguarding 
of  school  children  against  traffic  accidents. 

87.  Shall  constantly  survey  streets  in  the 
vicinity  of  schools  and  at  other  points  where 
children  cross  going  to  and  from  school,  and 
make  recommendations  to  his  commanding  of- 
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ficer  regarding  signs  or  signals  which  should 
be  painted  or  posted  and  which  may  contribute 
to  the  safeguarding  of  such  children. 

WOMEN  PROTECTIVE  OFFICERS 

88.  Women  Protective  Officers  shall  be  as- 
signed to  the  Police  Juvenile  Bureau,  and  shall 
perform  such  duties  as  may  be  required  of  them 
by  the  Commanding  Officer  of  that  Bureau, 
subject  to  the  approval  of  the  Chief  of  Police. 

89.  They  shall  not  interview  witnesses  or 
prisoners  subject  to  the  jurisdiction  of  superior 
or  municipal  courts  except  in  cases  assigned  to 
them  or  upon  orders  of  the  chief  or  the  com- 
manding officer  of  the  bureau  of  inspectors. 

TRAFFIC  BUREAU 

90.  The  Chief  of  Police  shall,  subject  to  the 
approval  of  the  Police  Commission,  appoint  a 
Director  of  Traffic  and  a  Captain  of  Traffic 
from  among  the  members  of  the  department 
holding  the  rank  of  Lieutenant  or  higher. 

Captain  of  Traffic: 

91.  Shall  perform  such  duties  as  may  be  as- 
signed to  him  by  the  Director  of  Traffic,  subject 
to  the  approval  of  the  Chief  of  Police.  He  shall 
process  all  requests  for  parade  permits,  report 
thereon  in  writing  to  the  Chief  of  Police,  and 
direct  all  authorized  parades  in  the  City  and 
County  of  San  Francisco. 

Bureau  of  Traffic  Engineering  and  Administra- 
tion: 

92.  Shall  consist  of  the  following  units: 

Solo  motorcycle  patrol,  3 -wheel  motor- 
cycle patrol,  fixed  post  traffic  control, 
warrant  and  court  officers,  school  traffic 
patrol,  traffic  education  engineering, 
analysis  and  research,  and  accident  pre- 
vention and  investigation. 
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Director  of  Traffic: 

92.1  The  Bureau  of  Traffic  Engineering  and 
Administration  shall  be  under  the  control  and 
direction  of  the  Director  of  Traffic,  subject  to 
the  orders  of  the  Chief  of  Police. 

92.2  Shall  be  responsible  for  the  efficiency 
and  discipline  of  the  members  of  that  bureau. 
Shall  regulate  all  street  traffic,  promote  traffic 
safety  education,  receive,  study  and  give  broad 
attention  to  complaints  in  relation  to  street  traf- 
fic. He  shall  collect,  compile,  analyze  and  inter- 
pret traffic  data  including  traffic  accident  infor- 
mation. He  shall  also  engage  in  traffic  research 
and  traffic  planning  and  review  the  design  of 
traffic  facilities  of  the  City  and  County,  and 
participate  in  studies  and  investigations  of  street 
design  and  operation.  He  shall  cooperate  for  the 
best  performance  of  these  functions  with  the 
Department  of  Public  Works,  the  Public  Utili- 
ties Commission,  the  Fire  Department,  the 
Department  of  City  Planning,  the  Board  of 
Supervisors,  and  other  departments  and  agen- 
cies of  the  City  and  County  and  State  as  may  be 
necessary. 

A  Traffic  Officer: 

93.  Shall  not,  when  on  duty,  engage  in  un- 
necessary conversation  with  civilians  or  mem- 
bers. 

94.  Shall  not  leave  his  post  or  assignment 
except  by  permission  of  his  superior  officer,  or 
in  cases  of  personal  necessity,  urgent  calls,  hos- 
pital cases  or  to  make  arrests  as  required  by  law. 

DIRECTOR,  BUREAU  OF  CRIMINAL 
INFORMATION 

95.  The  chief  shall  designate  a  member  of 
the  department,  having  the  rank  of  sergeant  or 
higher,  as  Director  of  the  Bureau  of  Criminal 
Information. 
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The  Director: 

96.  Shall  report  direct  to  the  chief. 

97.  Shall  supervise  and  be  responsible  for 
the  proper  and  efficient  conduct  of  the  tele- 
phone, teletype,  and  radio  sections  and  the 
record  and  complaint  divisions,  the  receipt  of 
all  telephone,  telegraph,  and  teletype  messages 
and  the  prompt  transmission  of  such  messages 
to  the  department,  proper  bureaus,  or  elsewhere 
as  circumstances  require,  for  proper  action 
thereon. 

98.  Shall  be  responsible  for  the  correctness 
of  all  messages  and  the  proper  transmission  of 
all  police  information  from  the  police  radio 
station. 

99.  Shall  keep  correct  records  of  all  tele- 
phone, telegraph,  and  teletype  messages  sent 
out  or  received  by  the  department  and  be  re- 
sponsible for  the  safe  keeping  and  proper  in- 
dexing of  such  records. 

100.  Shall  supervise  and  be  responsible  for 
the  proper  filing,  care,  custody  and  tabulation 
of  all  reports  of  crime,  arrests,  accidents,  and 
complaints  and  all  other  reports  submitted  by 
members  of  the  department.  He  shall  treat  all 
messages  received  or  transmitted,  reports,  com- 
plaints, and  all  other  communications  coming 
into  his  bureau  as  confidential  records  of  the 
department  and  shall  not  divulge  their  contents 
or  allow  them  to  be  inspected  by  unauthorized 
persons,  and  in  no  case  without  permission 
from  the  chief,  deputy  chief,  or  captain  of  in- 
spectors. 


20A 


101.  Shall  keep  and  supervise  the  record  of 
all  warrants  of  arrest  procured  by  members  or 
delivered  to  the  department,  the  proper  regis- 
tration, indexing  of  names  and  addresses  of 
complainants  and  of  defendants  if  known,  their 
reference  to  the  proper  district,  bureau,  or 
member,  for  service  and  their  return  to  court 
after  service.  He  shall  see  that  proper  reports 
are  submitted  on  all  unserved  warrants,  stating 
in  detail  what  efforts  were  made  to  execute 
them. 

102.  Shall  be  responsible  for  the  proper  as- 
signment of  members  detailed  in  his  division, 
the  enforcement  of  all  orders,  rules,  and  regu- 
lations of  the  department  insofar  as  they  apply 
to  the  different  units  of  the  bureau  under  his 
supervision. 

BUREAU  OF  SPECIAL  SERVICES 

The  Chief: 

103.  Shall  designate  a  member  from  any 
rank  of  the  department  as  Director  of  the 
Bureau  of  Special  Services. 

The  Director: 

104.  Shall  report  direct  to  the  chief. 

105.  Shall  be  in  charge  of  the  Narcotic  and 
Crime  Prevention  divisions  of  the  department. 

106.  Shall  be  responsible  for  the  suppression 
and  unlawful  sale  and  distribution  of  narcotics; 
the  elimination  by  legal  procedure  of  vendors 
and  addicts  and  the  proper  enforcement  of  all 
laws  and  ordinances  pertaining  to  the  illegal 
traffic  in  narcotics. 

107.  Shall  exercise  constant  vigilance  in  rid- 
ding the  streets,  parks,  playgrounds,  theatres, 
and  other  public  places  throughout  the  city,  of 
beggars,  vagrants,  degenerates,  and  other  un- 
desirables and  particularly,  by  prescribed  legal 
methods,  the  elimination  of  women  who  solicit 
prostitution  on  the  streets  or  elsewhere. 

108.  Shall,  when  directed  by  the  chief  or 
deputy  chief,  investigate  and  take  proper  police 
action  on  all  reports  and  other  matters  referred 
to  his  bureau  and,  when  such  investigations  are 
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completed,  submit  full  and  complete  reports 
stating  in  detail  the  action  taken  and  results 
obtained;  likewise  the  disposition  of  the  cases 
in  court,  if  arrests  are  made  in  connection  with 
such  investigations. 

109.  Shall,  when  a  complaint  is  referred  to 
him  for  investigation  and  police  action,  submit 
a  detailed  report  showing  what  action  was 
taken  in  the  matter  and  state  specifically 
whether  the  allegations  made  were  well  founded. 

JUVENILE  BUREAU 

The  Chief: 

110.  The  Chief  shall  designate  a  member  of 
the  Department  to  be  in  charge  of  the  Juvenile 
Bureau  who  shall  report,  direct  to  the  chief,  and 
be  responsible  for  the  investigation  of  Juvenile 
matters: 

a.  Big  Sisters  Bureau 

b.  Big  Brothers  Bureau 

c.  Investigative  Unit 

d.  Women  Police  Officers 

The  jurisdiction  and  investigative  responsi- 
bility for  the  investigation  of  crime  committed 
against  the  persons  of  anyone  under  the  age  of 
18  years,  shall  be  with  the  Juvenile  Bureau. 

110A.  Shall  direct  the  activities  of  the 
crime  prevention  division  and  be  responsible  for 
the  regulation  of  theatres,  vaudeville  houses, 
dance  halls,  and  places  of  amusement  to  the 
end  that  influences  contributory  to  juvenile  de- 
linquency may  be  removed  or  prevented  in  the 
manner  provided  by  law.  He  shall  submit  all 
matters  of  policy  involved  in  such  regulation 
to  the  chief  for  his  approval. 

111.  Shall  be  responsible  for  the  proper  con- 
duct and  direction  of  the  activities  of  the  "Big 
Brother  and  Big  Sister  Bureaus,"  which  bureaus 
shall  make  investigations  in  cases  of  wayward 
and  itinerant  minors  and  other  cases  of  juven- 
ile delinquency  and  cooperate  with  juvenile  au- 
thorities in  encouraging  them  to  attend  school 
or   engage   in  legitimate  pursuits.    Shall   assist, 
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when  possible,  in  the  formation  of  clubs  for 
boys  in  congested  populous  districts  to  the  end 
that  athletic  activities  and  other  wholesome  di- 
versions may  be  engaged  in. 

112.  Shall  co-operate  with  commanding  offi- 
cers of  districts  and  when  requested  by  them 
shall  make  investigations  in  matters  requiring 
plain  clothes  details  or  assignments. 

PROPERTY  CLERK 

113.  The  chief  shall  assign  a  member  of  the 
department  to  act  as  Property  Clerk. 

The  Property  Clerk: 

114.  Shall  give  and  execute  to  the  City  and 
County  of  San  Francisco  an  official  bond  with 
sureties  in  the  sum  of  ten  thousand  dollars.  He 
shall  be  responsible  for  all  property  coming 
into  his  custody,  for  its  safe  keeping  and  for 
the  proper  disposition  of  same  according  to  law. 

115.  Shall,  except  on  Sundays  and  legal  holi- 
days, keep  his  office  open  for  business  from 
8:00  o'clock  a.m.  to  5:00  o'clock  p.m.  On  Sun- 
days and  legal  holidays  he  shall  keep  said  office 
open  for  business  from  9:30  o'clock  a.m.  to 
12:00  o'clock  noon. 

116.  Shall  receive  all  property  forwarded  to 
his  office  by  members  of  the  department  and 
keep  said  property  until  lawfully  disposed  of. 

117.  Shall  keep  a  record  in  which  shall  be 
entered  a  description  of  all  property  delivered 
to  members  to  be  used  as  evidence  in  court,  the 
time  and  date  of  delivery  to  the  member  and 
his  receipt  for  same.  When  such  property  is 
returned  by  the  member,  the  property  clerk 
shall  receipt  for  same. 

118.  Shall  store  all  vehicles  and  other  prop- 
erty, seized  or  found  by  members  and  for- 
warded to  his  office,  in  garages,  stations,  ware- 
houses, or  other  places  designated  by  the  chief. 

119.  Shall  keep  on  hand  and  furnish  to  mem- 
bers, at  cost  price,  the  cloth  prescribed  for  uni- 
forms of  the  different  ranks  of  the  department; 
rain  coats,  cap  covers,  insignia,  gloves,  revolv- 
ers, handcuffs,  whistles,  batons  and  regulation 
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revolver  ammunition.  When  a  member  pur- 
chases uniform  cloth,  he  shall  forward  to  the 
member's  commanding  officer  a  certificate  to 
that  effect. 

120.  Shall  be  authorized  to  receive  and  dis- 
pose of,  to  the  best  advantage,  the  uniform  and 
equipment  of  any  member  who  has  severed  his 
connection  with  the  department,  provided  such 
uniform  or  equipment  is  in  good  condition,  fit 
for  service  and  approved  by  the  purchaser's 
commanding  officer;  provided,  however,  that 
with  the  approval  of  the  Director  of  Person- 
nel, one  member  may  sell  or  dispose  of  his  uni- 
form and  equipment  to  another  member,  pro- 
vided that  said  uniform  and  equipment  are  no 
longer  required  by  the  former  and  that  said  uni- 
form and  equipment  is  suitable  for  wear  or  use 
and  meets  all  the  requirements  of  the  rules  of 
the  department. 

121.  Shall  order,  receive  and  keep  on  hand 
books,  report  blanks,  stationery  and  other  sup- 
plies, adequate  for  the  requirements  of  the  de- 
partment, and  furnish  same  on  proper  requisi- 
tions approved  by  the  chief,  to  all  offices,  dis- 
trict headquarters  and  other  units  of  the  de- 
partment. He  shall  keep  an  accurate  account  of 
the  receipt  and  disbursement  of  such  supplies. 

122.  Shall,  when  property  in  his  custody  is 
lawfully  ordered  returned,  deliver  same  to  the 
person  designated  in  said  order,  if  possible, 
rather  than  to  his  attorney  or  agent. 

123.  Shall,  when  property  in  his  custody  has 
been  taken  and  held  by  a  court  as  evidence,  in- 
struct the  member  who  has  received  same  from 
his  office  to  procure,  if  possible,  a  receipt  from 
the  clerk  of  said  court  and  deliver  said  receipt 
to  his  office.  In  the  event  the  member  cannot 
procure  said  receipt,  he  shall  make  a  written 
report  showing  the  case  and  department  in 
which  the  property  was  received  in  evidence 
with  the  name  of  the  clerk  to  whom  delivered. 
Said  report  shall  be  forwarded  to  the  property 
clerk  and  made  a  part  of  his  records. 
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124.  Shall,  when  property  booked  for  identi- 
fication is  later  required  as  evidence,  instruct 
the  officer  handling  the  case  to  make  and  for- 
ward to  him  a  written  report  to  that  effect. 

125.  Shall  receive  and  keep  on  deposit  all 
rewards  or  presents  tendered  members  for 
meritorious  and  extraordinary  services  ren- 
dered in  the  discharge  of  police  duty.  He  shall 
furnish  receipt  for  said  deposits,  and  said  re- 
wards or  presents  shall  not  be  returned  to  any 
member  without  approval  of  the  board. 

POLICE  SURGEON 

The  chief  shall  appoint  a  police  surgeon. 

The  Police  Surgeon: 

126.  Shall  report  direct  to  the  chief.  He  shall 
receive  the  certificates  and  reports  of  members 
reporting  sick  or  disabled. 

127.  Shall,  upon  notice  that  a  member  has 
reported  sick  or  disabled,  visit  and  examine  said 
member  without  delay.  If  examination  shows 
that  said  member  is  incapacitated  from  the  per- 
formance of  police  duty  record  of  same  shall 
be  made  by  him.  During  the  period  of  said 
member's  incapacitation  from  police  work,  he 
shall  be  visited  at  frequent  intervals  and  when 
he  has  sufficiently  recovered  said  member  shall 
be  ordered  to  report  for  duty.  If  examination 
discloses  that  the  member  is  incapacitated  from 
duty  as  a  result  of  careless,  vicious,  improper 
or  immoral  conduct,  or  is  insane  or  mentally 
deficient,  that  fact  shall  be  reported  to  the  chief. 

128.  Shall,  when  notified  by  the  chief  or  a 
commanding  officer  of  the  apparent  intoxication 
or  simulated  sickness  or  disability  of  a  mem- 
ber, promptly  visit  and  examine  such  member 
to  determine  the  cause  of  the  alleged  disability 
or  unfitness  to  perform  police  duty.  If  he  finds 
such  member  unfit  for  duty  through  the  use  of 
intoxicating  liquor  or  that  his  sickness  or  dis- 
ability is  simulated,  he  shall  immediately  sub- 
mit a  written  report  of  his  findings  to  the  chief. 

129.  Shall,  upon  receipt  of  a  report  indicat- 
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ing  a  contagious  sickness  or  disease  in  the  home 
of  a  member,  make  an  immediate  investigation 
and  report  to  the  chief  whether  or  not  the 
member  should  be  quarantined.  If  the  member 
or  his  residence  is  quarantined,  such  member 
shall  be  excused  from  duty  until  the  quaran- 
tine is  terminated.  Upon  termination  he  shall 
order  such  member  to  report  for  duty. 

130.  Shall,  upon  receipt  of  report  that  a 
police  vehicle  has  been  put  out  of  service  by 
reason  of  the  transportation  therein  of  a  per- 
son suffering  from  a  contagious  sickness  or  dis- 
ease, cause  said  vehicle  to  be  fumigated  or 
otherwise  sterilized  and  shall  certify  to  the 
chief  in  writing  that  said  vehicle  may  be  re- 
turned to  police  service. 

131.  Shall  examine  each  candidate  for  pro- 
bationary appointment  or  promotion  in  the  de- 
partment and  certify  as  to  his  physical  fitness  to 
perform  the  duties  required  of  him.  He  shall 
report  finally  on  his  physical  fitness  within 
three  weeks  of  his  permanent  appointment. 

132.  Shall  not  accept  a  member  as  a  patient. 

133.  Shall  before  absenting  himself  on  leave, 
subject  to  the  approval  of  the  chief,  arrange 
with  and  designate  another  surgeon  to  assume 
and  perform  his  duties  as  police  surgeon  dur- 
ing said  absence. 

134.  Shall  examine  a  member  when  he  re- 
turns to  duty  after  a  disability  leave  and  file  a 
certificate  showing  his  physical  condition. 

134.1  The  Police  Surgeon,  having  received  a 
report  of  a  member  of  the  department  seriously 
ill,  or  disabled,  shall  ascertain  whether  or  not 
the  services  of  a  Department  Chaplain  are  de- 
sired. If  the  Chaplain's  services  are  required, 
the  Police  Surgeon  shall  notify  the  Personnel 
Bureau  to  call  a  Chaplain  of  the  faith  preferred. 

POLICE  CHAPLAIN 

The  Chief  shall  appoint  Police  Chaplains, 
who  shall  report  to  the  Director  of  Personnel. 
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The  Police  Chaplain: 

134.2  Shall  visit  the  sick,  injured,  and  dying, 
and  minister  to  the  spiritual  welfare  of  the 
members  of  the  department  desiring  his  service. 

134.3  Shall  be  attired  in  the  prescribed  pub- 
lic clerical  garb  of  the  faith  to  which  he  be- 
longs at  all  times  when  appearing  in  his  official 
capacity,  upon  notice  that  his  services  are  re- 
quired by  a  member  of  the  department,  or  when 
acting  on  orders  of  the  Chief,  and  when  ap- 
pearing in  his  official  capacity  at  any  public 
occasion. 

134.4  Shall  be  treated  at  all  times  by  mem- 
bers of  the  department  with  the  courtesy  and 
respect  due  his  calling.  He  is  authorized  to  visit 
police  stations  and  bureaus  at  his  convenience 
and  pleasure. 

CAPTAINS  OF  POLICE 
A  Captain: 

135.  Shall  have  control,  management  and 
direction  of  the  members  assigned  to  his  com- 
mand, and  shall  be  responsible  for  the  strict 
observance  and  enforcement  of  the  rules  of  the 
department  and  orders  issued  by  competent 
authority. 

136.  Shall  efficiently  command  his  unit.  He 
shall  see  that  the  work  assigned  to  his  sub- 
ordinates is  fully  discharged  by  them  in  ac- 
cordance with  the  responsibilities  of  their  re- 
spective ranks  and  duties. 
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137.  Shall  assign  all  members  of  his  com- 
mand to  such  duties  as  may,  in  his  judgment, 
be  necessary  to  properly  execute  the  police 
business  of  his  district.  He  may  issue  special 
orders  and  instructions  not  inconsistent  with 
the  rules  of  the  department  or  the  orders  of 
the  chief. 

138.  Shall,  when  in  command  of  a  company, 
bureau  or  unit  in  which  watches  are  main- 
tained, assign  the  members  of  his  command  so 
that  police  business  on  each  watch  will  be  ef- 
fectively and  efficiently  executed.  Senior  mem- 
bers, with  the  permission  of  the  Chief,  shall  be 
assigned  to  the  day  watch. 

139.  Shall,  when  in  command  of  a  bureau 
or  other  unit  of  the  department,  be  subject  to 
and  governed  by  all  rules  and  orders  appertain- 
ing to  his  rank,  and  shall  be  responsible  for  the 
efficiency  and  discipline  of  his  command. 

140.  Shall,  immediately  upon  assuming  com- 
mand of  a  district,  bureau  or  unit  of  the  de- 
partment, check  the  inventory  of  the  police 
property  made  by  his  predecessor  and,  if  any 
shortage  or  discrepancy  is  found,  promptly 
submit  a  report  of  same  to  the  chief.  He  shall 
also,  upon  assuming  command  of  a  district, 
make  a  report  to  the  chief  of  all  suspected 
gambling  places,  houses  of  prostitution  and 
other  places  suspected  of  being  conducted  in 
violation  of  the  law  and  he  shall  continue  to 
make  such  reports  when  similar  places  are  re- 
ported to  him  or  called  to  his  attention. 

141.  Shall  be  responsible  so  far  as  in  his 
power,  for  the  preservation  of  the  peace  in  his 
district;  the  prevention  and  detection  of  crime, 
and  the  enforcement  of  all  criminal  laws  and 
penal  ordinances. 

142.  Shall  be  responsible  for  the  general 
condition  and  good  order  of  his  station  and 
other  police  buildings  under  his  control  and  the 
careful  use  and  preservation  of  all  municipal 
property  contained  therein.  He  shall  not  per- 
mit any  such  property  to  be  used,  loaned,  or  re- 
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moved,  for  private  purposes  without  permission 
from  the  chief. 

143.  Shall  be  responsible,  so  far  as  in  his 
power,  for  the  cleanliness  of  the  station,  build- 
ings, offices  and  office  furniture  and  fixtures 
under  his  control. 

144.  Shall  frequently  visit  and  inspect  his 
district  headquarters  and  other  police  buildings 
attached  thereto,  and  shall  make  daily  inspec- 
tions of  all  records  in  his  station  or  bureau  and 
see  that  same  are  properly  kept. 

145.  Shall  remain  in  his  district  during  the 
hours  of  duty  assigned  to  him  and  shall  not 
leave  the  confines  thereof  except  in  the  perform- 
ance of  police  duty,  or  on  the  orders  or  with  the 
permission  of  the  Chief.  He  shall  enter  in  the 
station  blotter  the  time  of  his  reporting  on  and 
off  duty. 

146.  Shall  make  a  personal  inspection  of  his 
district  at  such  times,  both  day  and  night,  at 
irregular  and  unusual  hours,  as  frequently  as 
may  be  necessary  to  keep  him  thoroughly  in- 
formed of  conditions  therein,  and  to  determine 
if  all  members  of  his  command  are  efficiently 
performing  their  duties,  and  shall  take  suitable 
action  to  correct  any  violation  of  orders,  rules 
or  regulations  or  derelictions  of  duty  he  may 
observe.  He  shall  note  all  non-compliances  with 
the  laws  and  ordinances,  and  all  other  matters 
requiring  the  attention  of  the  police. 

147.  Shall  keep  in  his  station  a  record  show- 
ing the  address  of  places  operating  under 
permits  from  the  department.  Said  records 
shall  also  show  the  names  of  all  persons  having 
an  interest  in  the  business  or  businesses  author- 
ized by  said  permits.  He  shall  see  that  no  per- 
son or  business  for  which  such  permits  are  re- 
quired, is  allowed  to  operate  without  same. 

148.  Shall  submit  to  the  chief  by  9:00  o'clock 
a.  m.  his  watch  report  for  the  24  hours  end- 
ing at  8  o'clock  a.m.  each  day  showing  the 
names  of  the  members  of  his  command,  the 
platoons  to  which  assigned  and  their  tours  of 
duty.  He  shall  note  thereon  the  nature  of  the 
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duties  performed  by  each,  the  absence,  if  any, 
and  the  cause  of  such  absence.  The  said  watch 
report  shall  be  signed  by  each  platoon  com- 
mander and  verified  by  him.  Unless  otherwise 
ordered,  reports  of  patrol  noncommissioned 
officers,  recapitulation,  and  all  other  reports  re- 
quired by  the  rules  shall  be  forwarded  with 
said  daily  watch  report. 

149.  Shall  keep  a  record  of  the  social  status, 
residence,  and  telephone  number,  if  any,  of  each 
member  of  his  command,  including  patrol  spe- 
cial officers,  and  forward  to  the  office  of  the 
Chief  reports  of  changes  of  same.  When  a 
member  is  transferred  from  one  company  to 
another,  the  record  provided  for  in  this  rule 
shall  be  transmitted  to  the  new  Commanding 
Officer. 

150.  Shall,  if  any  member  of  his  command  is 
found  unfit  to  exercise  the  duties  of  a  police 
officer,  relieve  such  member  of  his  star  and  re- 
volver and  hold  same  subject  to  the  orders  of 
the  chief.  A  member  relieved  from  duty  under 
the  provisions  of  this  section  shall  immediately 
submit  a  report  in  his  own  handwriting  setting 
forth  in  detail  his  answer  to  the  accusation  of 
such  unfitness. 

152.  Shall,  when  a  member  of  his  command 
is  suspended  from  duty  pending  the  filing  and 
hearing  of  charges  before  the  board,  relieve 
such  suspended  member  of  his  star,  revolver, 
police  manual,  police  keys  and  other  depart- 
mental property  and  forward  same  to  the  office 
of  the  Chief  of  Police  with  a  report  setting 
forth,  in  detail,  the  property  taken  and  for- 
warded. 

153.  Shall,  in  the  event  of  the  arrest  of  a 
member  of  his  command  within  any  district, 
make  an  immediate  and  personal  investigation 
of  the  circumstances  connected  with  the  arrest, 
the  reason  therefor,  and  report  thereon  to  the 
chief. 

154.  Shall,  when  he  deems  it  for  the  best  in- 
terest of  the  department,  and  with  approval  of 
the  chief,  dispose  of  by  reprimand,  admonition 

29 


or  warning,  a  trivial  violation  of  the  rules  by  a 
member  of  his  command. 

155.  Shall,  when  charges  are  filed  by  him 
against  members,  carefully  investigate  the  mat- 
ters which  will  be  testified  to  by  all  witnesses 
for  the  prosecution,  and  submit  to  the  chief  at 
the  time  of  filing  of  said  charge  a  synopsis  of 
the  testimony  expected  from  said  witnesses. 
Said  synopsis  shall  consist  of  the  original  and 
four  copies. 

156.  Shall,  when  a  member  is  separated 
from  the  department  by  reason  of  resignation, 
dismissal,  retirement,  or  death,  procure  depart- 
ment property  which  said  member  possessed 
and  forward  same  to  the  property  clerk.  A  re- 
port shall  be  forwarded  to  the  chief  showing 
the  articles  forwarded  to  the  property  clerk, 
and  in  case  of  the  death  of  an  active  or  retired 
member,  written  report  in  detail  shall  be  for- 
warded to  the  chief  showing  all  the  available 
facts  and  circumstances  connected  with  said 
death. 

157.  Shall,  when  details  are  ordered  from 
his  company  to  another  company,  cause  to  be 
transmitted  to  such  other  company,  either  in 
writing  or  by  telephone,  at  least  24  hours  prior 
to  the  time  for  reporting,  the  full  names  and 
star  numbers  of  the  members  so  detailed.  He 
shall,  when  orders  for  such  detail's  are  received 
less  than  24  hours  prior  to  the  time  for  report- 
ing, cause  such  information  to  be  transmitted 
to  such  other  company  at  the  earliest  possible 
moment. 

158.  Shall,  when  correspondence  or  com- 
plaints are  received  by  him  from  the  chief  re- 
quiring an  answer,  make  report  in  writing  with- 
in three  days  of  receipt  of  same,  showing  find- 
ings and  action  taken,  except  when  order  calls 
for  an  immediate  answer  by  the  chief.  If  final 
report  cannot  be  submitted  within  said  period, 
report  to  that  effect  shall  be  submitted  to  the 
chief  with  request  for  a  further  extension  of 
time  in  order  to  complete  the  investigation. 
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159.  Shall  keep  in  his  station  a  record  show- 
ing the  make,  caliber  and  serial  numbers  of  all 
regulation  revolvers  carried  by  members  of  his 
command  and  patrol  special  police  officers. 
When  a  member  is  transferred  from  one  com- 
pany to  another,  the  record  provided  for  in  this 
rule  shall  be  transmitted  to  the  new  Command- 
ing Officer. 

160.  Shall,  unless  otherwise  ordered  by  the 
chief,  take  his  weekly  day  off  on  Sunday,  pro- 
vided however,  that  in  the  event  police  activi- 
ties in  his  district  require  his  personal  presence 
on  Sunday  he  shall  take  his  day  off  on  some 
other  day  when  his  absence  will  least  interfere 
with  the  police  business  of  his  district. 

161.  Shall  with  the  approval  of  the  Chief  of 
Police,  be  permitted  to  assign  a  member  or 
members  of  his  command  in  civilian  dress,  for 
the  purpose  of  investigating  complaints  that 
cannot  ordinarily  be  handled  by  uniformed 
members.  Said  assignment  shall  be  known  as 
the  "Investigation  detail." 

162.  Shall,  when  vice  conditions  in  his  dis- 
trict cannot,  in  his  judgment,  be  successfully 
handled  by  the  members  of  his  command,  re- 
quest the  director  of  the  bureau  of  special  serv- 
ices, through  the  chief,  for  officers  to  handle 
such  situations. 

163.  Shall,  upon  receipt  of  report  from  a 
member  of  his  command  showing  that  said 
member  has  come  in  contact  with  a  person  hav- 
ing a  contagious  disease  or  that  said  member 
has  been  exposed  to  contagion,  immediately  for- 
ward said  report  to  the  chief  and  notify  by 
telephone  or  otherwise  the  police  surgeon  and 
the  department  of  health  of  the  facts  contained 
in  said  report. 

164.  Shall,  unless  otherwise  ordered,  furnish 
a  guard  for  prisoners  arrested  in  his  district 
and  who  are  confined  in  hospitals  for  treatment. 

165.  Shall,  before  taking  leave  of  absence, 
unless  otherwise  ordered,  detail  a  lieutenant  in 

31 


command  during  such  absence  and  report  to  the 
chief  the  name  of  said  lieutenant,  together  with 
the  date  and  time  he  assumes  command. 

166.  Shall  not  leave  the  City  and  County  of 
San  Francisco,  except  on  leave  of  absence  or 
watch  off,  without  permission  from  the  chief, 
or  other  officer  in  charge  of  the  chief's  office. 

167.  Shall,  unless  otherwise  ordered,  attend 
in  uniform,  all  regular  meeting  of  the  board. 

168.  Shall,  whenever  a  member  or  employee 
of  his  command  dies  from  natural  causes,  make 
a  written  report  to  the  chief,  giving  the  date 
and  cause  of  death. 

169.  Shall,  whenever  the  death  of  a  member 
or  employee  of  his  command  is  caused  by 
violence,  or  other  unlawful  means,  or  as  a  result 
of  other  than  natural  causes,  make  a  personal 
investigation  of  all  the  facts  and  circumstances 
connected  therewith  and  make  a  full  report  to 
the  chief  as  to  the  cause,  manner,  or  means  of 
death,  or  mortal  injury;  and  whether  or  not 
the  deceased  was  on  or  off  duty,  or  performing 
any  public  service  at  the  time  the  injury  or 
other  cause  of  death  was  received. 

LIEUTENANTS  OF  POLICE 
A  Lieutenant: 

170.  Shall,  when  assigned  to  the  command 
of  a  district,  bureau  or  other  unit  of  the  de- 
partment ordinarily  commanded  by  a  captain, 
be  subject  to  all  rules  governing  captains,  and 
be  held  responsible  accordingly. 

171.  Shall  be  responsible  for  the  efficiency 
and  discipline  of  his  platoon  and  the  enforce- 
ment, during  his  tour  of  duty,  of  all  criminal 
laws,  penal  ordinances,  rules,  orders  and  in- 
structions issued  by  his  superiors. 

172.  Shall  set  an  example  of  efficiency, 
sobriety,  discretion,  industry,  and  promptness, 
to  the  members  of  his  command.  He  shall  at  all 
times  while  on  duty,  unless  otherwise  ordered, 
appear  attired  in  uniform. 
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173.  Shall,  unless  otherwise  ordered  when 
assigned  to  a  district,  be  detailed  in  charge  of 
a  platoon.  He  shall  exercise  general  supervision 
over  the  members  and  patrol  special  officers 
of  his  platoon,  assist  and  instruct  them  in  their 
duties,  and  be  responsible  for  their  general 
appearance,  good  order  and  discipline. 

173-A.  Shall,  when  complaint  is  made  of  any 
misconduct  or  violation  of  any  rule  on  the  part 
of  any  subordinate  on  duty  at  the  time  of  the 
complaint,  make  a  personal  investigation  of  all 
the  facts  and  circumstances  connected  there- 
with. He  shall,  if  possible,  personally  interview 
witnesses  and  submit  report  in  the  matter  to  his 
Commanding  Officer  prior  to  reporting  off 
duty. 

In  the  event  the  Commanding  Officer  is  in 
the  station,  bureau,  or  unit,  at  the  time  the  com- 
plaint is  made,  the  matter  shall  be  immediately 
made  known  to  him  and  the  investigation  there- 
after shall  be  carried  on  under  the  Command- 
ing Officer's  direction. 

Should  the  Commanding  Officer  be  away 
from  the  station,  bureau,  or  unit,  at  the  time  of 
the  complaint,  the  particulars  involved  shall  be 
made  known  to  him  as  soon  as  possible  and  any 
orders  or  instructions  issued  by  said  Command- 
ing Officer  shall  be  observed  in  carrying  out 
the  investigation  thereafter. 

174.  Shall  assemble  his  platoon  fifteen  min- 
utes before  the  hour  of  the  commencement  of 
its  tour  of  duty,  call  the  roll,  inspect  the  mem- 
bers, and  see  that  they  are  properly  uniformed 
and  equipped  with  keys,  revolver,  handcuffs, 
baton,  whistle  and  other  regulation  equipment. 
He  shall  be  responsible  for  their  general  ap- 
pearance and  the  observance  by  them  of  the 
regulations  governing  uniform  and  equipment; 
shall  promptly  report  in  writing  to  his  com- 
manding officer  any  member  of  his  platoon  who 
fails  to  answer  roll  call  at  the  appointed  time, 
or  whose  uniform  or  equipment  is  not  in  ac- 
cordance with  the  rules;  and  shall  before  send- 
ing them  on  patrol,  give  them  their  assignments 
or  details,  read   the   orders,  bulletins   and   cir- 
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culars  affecting  them  and,  if  necessary,  explain 
their  provisions. 

174-A.  Shall,  while  in  the  station  and  when 
not  otherwise  engaged  in  making  entries,  details 
and  assignments  concerning  the  control  of  his 
platoon,  remain,  in  uniform,  in  the  station  busi- 
ness office  in  order  to  efficiently  supervise  the 
work  therein.  He  shall  give  such  assistance  to 
the  personnel  of  said  station  business  office  as 
may  be  necessary  to  insure  its  efficient  opera- 
tion. 

175.  Shall,  unless  otherwise  ordered,  ar- 
range for  meal  period  not  exceeding  one-half 
(/4)  hour  for  each  member  of  his  platoon  on 
foot  patrol,  detail  or  assignment.  He  shall  ar- 
range meal  periods  so  that  not  more  than  one- 
fourth  (*4)  of  said  members  will  be  excused 
for  such  purpose  at  any  one  time.  He  shall  an- 
nounce the  meal  period  of  each  member  at  roll- 
call  and  the  time  allowed  shall  be  entered  in  the 
detail  book.  Should  the  performance  of  police 
duty  make  it  impossible  for  the  said  member  to 
take  the  meal  period  at  the  time  designated  by 
his  platoon  commander,  that  fact  shall  be  made 
known  to  said  commander  and  a  new  meal 
period  shall  be  assigned. 

175-A.  Meal  periods  for  members  communi- 
cated with  by  radio,  shall  be  set  by  the  Officer 
in  charge  of  the  dispatching  unit  of  'the  Bureau 
of  Communications.  The  time  allowed  shall  be 
that  set  forth  in  Rule  175. 

176.  Shall,  when  a  member  of  his  platoon 
fails  to  report  for  duty  at  the  prescribed  time 
with  no  valid  excuse  appearing  for  such  failure, 
immediately  investigate  the  whereabouts  o 
said  member,  the  cause  for  his  failure  to  report 
and  submit  a  written  report  to  his  commanding 
officer  showing  complete  findings  and  action 
taken. 

177.  Shall,  when  any  member  of  his  platoon 
fails  to  report  for  duty  within  one-half  hour 
after  the  prescribed  time  with  no  valid  excuse 
appearing  for  such  failure,  notify  the  office  of 
the  chief  to  that  effect. 
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178.  Shall,  when  any  member  of  his  com- 
pany, bureau  or  unit  is  found  unfit  to  be  in- 
trusted with  the  exercise  of  police  authority, 
whether  through  intoxication  or  otherwise,  im- 
mediately report  such  fact  to  his  commanding 
officer.  When  he  finds  a  member  of  a  company, 
bureau  or  unit  other  than  his  own  unfit  to  be 
intrusted  with  the  exercise  of  police  authority, 
he  shall  immediately  notify  the  officer  in  charge 
of  the  station,  bureau  or  unit  to  which  said 
member  is  attached.  Provided  however,  that 
for  the  purpose  of  this  rule,  a  member  tempo- 
rarily detailed  or  assigned  from  one  company 
bureau  or  unit  to  another  shall,  during  his  hours 
of  duty,  be  deemed  to  be  a  member  of  the 
company,  bureau  or  unit  with  which  he  is  tem- 
porarily detailed  or  assigned, 

179.  Shall  receive  and  verify  the  reports  of 
the  members  of  the  incoming  platoon  and  re- 
port such  members  off  duty,  paying  particular 
attention  to  their  condition  as  to  sobriety.  Any 
violation  observed  shall  be  promptly  reported 
in  writing  to  his  commanding  officer. 

180.  Shall  be  responsible  for  the  correct 
keeping  of  the  detail  and  time  books  of  his 
platoon,  the  preparation  and  signing  of  his 
watch  report  and  such  other  reports  as  may  be 
required.  He  shall  receive  and  sign  all  reports 
made  and  submitted  to  him  by  members  during 
his  tour  of  duty,  and  shall  be  responsible  for  the 
use  of  correct  forms  and  necessary  information 
contained  therein. 

181.  Shall  frequently  examine,  during  his 
tour  of  duty,  the  Record  of  Arrest  book,  the 
Log  book,  and  such  other  books  and  records  as 
may  be  designated  by  his  Commanding  Officer 
and  shall  see  that  entries  made  therein  are 
properly  and  completely  recorded.  He  shall, 
during  his  watch,  carefully  examine  the  records 
of  his  preceding  watch  and  if  found  complete, 
shall  verify  their  completeness  by  his  signature 
and  title  of  rank.  If  any  discrepancies  are  dis- 
covered in  said  records,  that  fact  shall  be  re- 
ported to  his  Commanding  Officer.  If,  on  ac- 
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count  of  leave,  watch  off,  etc.,  a  non-commis- 
sioned officer  is  temporarily  detailed  in  com- 
mand of  his  platoon,  he  shall  see  that  the  rec- 
ords maintained  during  said  absence  are  exam- 
ined and  verified  by  said  non-commissioned 
officer. 

182.  Shall  keep  and  maintain  the  detail  book 
for  his  platoon  in  such  a  manner  that  the  full 
name  and  grade  of  each  member  thereof  shall 
be  shown  in  alphabetical  order.  A  separate  page 
on  said  detail  book  shall  be  used  to  commence 
the  entries  for  each  platoon,  and  the  first  line 
on  said  separate  page  shall  show  the  day,  date 
and  tour  of  duty.  Connected  with  the  entry  of 
the  name  of  each  member  will  be  entered  all 
hours  of  duty  performed  by  him  additional  to 
his  regular  eight  hours.  In  making  entry  of  said 
extra  duty,  the  precise  hours  worked,  the  place 
where  detailed  and  the  order  requiring  said 
detail  shall  be  shown.  If  the  order  allowing 
extra  duty  is  delayed  to  a  date  later  than  the 
date  of  original  entry,  then  upon  receipt  of 
said  order  the  platoon  commander  shall  turn 
to  the  page  and  name  of  the  member  affected 
and  enter  thereon  the  extra  time  allowed  and 
the  authority  by  which  granted.  In  the  event  a 
member  is  specially  assigned  to  some  detail 
during  his  tour  of  duty,  the  hours  and  place  of 
the  special  detail  or  assignment  shall  be  shown. 

183.  Shall  not,  when  a  member  of  his  pla- 
toon is  temporarily  assigned  to  another  platoon 
for  more  than  one  watch,  carry  said  member  on 
the  detail  book  and  captain's  watch  report  of 
his  platoon.  Said  member  shall  be  carried  on 
the  detail  book  and  captain's  watch  report  on 
the  platoon  to  which  he  is  temporarily  assigned. 

184.  Shall,  unless  otherwise  ordered  by  his 
commanding  officer,  patrol  the  district  in  uni 
form  at  varying  hours  during  his  tour  of  duty, 
note  any  neglect  of  duty  on  the  part  of  sub- 
ordinates and  report  same  in  writing  to  his 
commanding  officer.  He  shall,  while  on  patrol, 
unless  otherwise  ordered  by  his  commanding 
officer,    report    hourly   from   signal   boxes    and 
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keep  the  station  advised  as  to  his  whereabouts 
He  shall  sign  the  station  log  book  and  note 
thereon  the  time  of  leaving  and  returning.  He 
shall  not  leave  the  station  for  district  patrol 
unless  a  non-commissioned  officer  is  available 
and  detailed  in  charge  in  the  station  during 
his  absence. 

185.  Shall  during  his  tour  of  duty  respond 
to    all    second-alarm    fires    within    his    district. 

186.  Shall,  upon  receipt  of  information  of  a 
murder,  robbery,  riot,  strike,  or  of  a  serious 
accident,  casualty,  or  occurrence,  immediately 
proceed  to  the  scene,  procure  all  available  per- 
tinent particulars  and  transmit  same  by  tele- 
phone to  the  office  of  the  chief,  and  captain  of 
inspectors.  He  shall  also  notify  his  command- 
ing officer  if  the  occasion  demands  his  im- 
mediate attention.  He  shall  continue  such  trans- 
mission from  time  to  time  as  particulars  de- 
velop, and  when  the  case  is  complete,  make  a 
full  report  in  writing  to  his  commanding  officer 

187.  Shall,  during  the  temporary  absence  of 
the  captain,  be  responsible  for  the  efficient  exe- 
cution of  all  police  affairs  in  his  district. 

188.  Shall  instruct  radio  car  officers  to 
patrol  all  uncovered  beats  in  the  district  when 
they  are  not  otherwise  detailed. 

189.  Shall  see  that  members  of  radio  car 
assignments  and  other  members  of  his  platoon 
who  are  required  to  carry  firearms,  other 
than  or  additional  to  regulation  revolvers,  are 
equipped  with  such  additional  firearms  before 
leaving  the  station  on  their  tour  of  duty. 

190.  Shall,  except  in  emergency  cases,  be- 
fore any  police  automotive  equipment  is  used 
during  his  watch,  assign  a  sergeant  to  inspect 
same  for  the  purpose  of  determining  its  work- 
ing condition.  If  for  any  reason  a  sergeant  is 
not  available,  the  inspection  shall  be  done  by 
the  lieutenant  personally.  If  any  defect,  dam- 
age, or  loss  is  discovered,  an  immediate  investi- 
gation shall  be  made  to  place  responsibility  and 
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complete  report  thereon  shall  be  made  by  the 
inspecting  officer  to  the  Commanding  Officer  of 
the  company  or  unit.  In  all  cases  where  inspec- 
tion is  made,  as  required  by  this  rule,  an  entry 
shall  be  made  as  soon  as  possible  in  the  first 
available  line  of  the  Log  book,  indicating  the 
time  the  inspection  was  made  and  the  condition 
in  which  the  police  automotive  equipment  was 
found.  The  said  line  in  the  Log  book  shall  also 
show  the  name,  rank  and  star  number  of  the 
inspecting  officer. 

191.  Shall,  when  any  member  of  his  platoon 
reports  for  duty  after  being  absent  from  roll 
call  and  the  reading  of  orders,  acquaint  said 
member  with  all  rules,  orders  and  instructions 
affecting  him  issued  and  published  during  his 
absence,  with  directions  to  efficiently  execute 
same. 

192.  Shall,  when  a  police  lock  is  used  to  se- 
cure premises  found  open,  see  that  said  lock 
is  returned  to  the  station  after  it  has  served 
its  purpose. 

193.  Shall,  when  any  matter  involving  police 
investigation  or  action  is  assigned  to  a  member 
of  his  platoon,  instruct  said  member  to  take 
action  on  said  matter  immediately  or  in  any 
event  before  the  termination  of  the  member's 
tour  of  duty.  He  shall  see  that  a  report  is 
submitted  by  said  member  at  the  end  of  his 
tour  of  duty  showing  the  result  of  his  investi- 
gation and  that  additional  report  is  submitted 
at  the  end  of  each  succeeding  tour  of  duty  until 
the  investigation  is  completed. 

194.  Shall  prepare  a  list  of  names  of  the 
members  of  his  platoon  to  whom  matters  have 
been  given  for  police  investigation  and  action. 
Said  list  shall  show  the  subject  and  the  name 
of  the  investigating  officer.  He  shall  present 
said  list  to  the  platoon  commander  relieving 
him,  and  to  whom  the  investigating  member 
will  report  off  duty.  The  platoon  commander 
to  whom  said  members  reports  off  duty  shall  see 
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that  the  subject  designated  in  the  list  shall  be 
reported  on  before  reporting  him  off  duty. 
The  member  shall  not  be  reported  off  duty  until 
he  has  submitted  reports  on  the  matters  as- 
signed to  him. 

195.  Shall,  when  a  warrant  of  arrest,  sub- 
poena or  citation,  is  delivered  to  a  member  of 
his  platoon  for  service,  see  that  said  document 
is  executed  promptly  and  proper  return  made 
thereon.  He  shall  see  that  said  document  is 
returned  at  the  end  of  the  member's  tour  of 
duty,  and  if  service  has  not  been  completed 
that  report  is  made  thereon  showing  the  action 
taken. 

196.  Shall,  when  a  letter,  complaint  in  writ- 
ing or  other  communication  is  given  to  a  mem- 
ber of  his  platoon  for  investigation  or  the  tak- 
ing of  police  action,  instruct  said  member  to 
return  said  letter,  complaint  in  writing  or  other 
communication  at  the  end  of  his  tour  of  duty 
with  proper  report  showing  action  taken. 

197.  Shall,  when  a  report  is  received  by  him 
involving  the  police  business  of  another  district, 
see  that  a  sufficient  number  of  copies  is  made  so 
that  a  copy  may  be  forwarded  to  the  other  dis- 
trict involved. 

SERGEANTS 

198.  Sergeants  are  non-commissioned  officers 
of  the  department. 

A  Sergeant: 

199.  Shall  at  all  times  set  an  example  of 
efficiency,  sobriety,  alertness,  accuracy  and 
smartness;  shall  guide  and  instruct  subordi- 
nates in  the  proper  performance  of  police  duty 
and  enforce  obedience  to  and  strict  observance 
of  the  rules  and  orders  of  superior  officers. 

200.  Shall,  when  directed  by  his  platoon 
commander,  march  his  squad  or  platoon  to  a 
designated  point  in  the  section  or  district,  halt 
and  dismiss  it  with  instructions  to  the  members 
to  proceed  immediately  to  their  details  or 
assignments  and  then  return  to  the  station  and 
prepare    his    watch    report,    remaining    in    the 
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station  not  to  exceed  thirty  minutes  and  return- 
ing not  sooner  than  thirty  minutes  before  the 
expiration  of  his  tour  of  duty. 

201.  Shall,  while  on  patrol  duty,  have  im- 
mediate supervision  and  control  of  the  members 
under  him;  shall  constantly  patrol  the  section 
or  district  to  which  assigned,  visiting  the  pa- 
trolmen and  patrol  special  officers  on  their  beats 
as  often  as  possible  and,  unless  otherwise  en- 
gaged in  important  police  business  or  on  orders 
from  his  commanding  officer,  see  them  at  least 
twice  during  each  tour  of  duty. 

202.  Shall,  while  on  patrol  duty,  except  in 
case  of  emergency,  report  to  his  station  through 
the  signal  boxes  at  least  once  every  two  hours. 
When  so  reporting,  he  shall  give  the  receiving 
member,  the  location  and  number  of  the  box 
from  which  he  is  reporting  and  shall  not  leave 
it  until  he  receives  orders  or  instructions,  if  any, 
intended  for  him. 

203.  Shall,  while  on  patrol,  carry  a  memo- 
randum book  to  be  provided  by  the  department 
in  which  he  shall  enter  the  names  of  the  patrol- 
men and  patrol  special  officers  under  him,  their 
beats,  details  or  assignments,  and  as  he  visits 
them  on  his  rounds,  note  the  location  where 
each  man  is  found  and  the  time  visited.  At  the 
completion  of  each  tour  of  duty  he  shall  trans- 
mit this  data  to  his  commanding  officer  on  the 
regular  watch  report  provided  for  that  purpose. 

204.  Shall,  while  on  patrol,  see  that  patrol- 
men and  patrol  special  officers  remain  on  their 
beats  or  details  and  faithfully  perform  their 
duties.  He  shall  have  no  regular  time  or  place 
of  meeting  his  men,  and  shall  endeavor  to  locate 
each  man  on  his  beat  or  detail  without  signal- 
ling. If  a  patrolman  or  patrol  special  officer  can- 
not be  found,  he  shall  endeavor  to  locate  him  by 
blowing  his  whistle.  If  the  patrolman  or  patrol 
special  officer  does  not  respond,  he  shall  notify 
the  platoon  commander  in  charge,  traverse  his 
beat  completely  and  continue  the  search  until 
he  is  found  or  until  relieved  by  a  superior 
officer.  If  the  patrolman  or  patrol  special  officer 
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cannot  give  a  satisfactory  explanation  for  not 
being  found,  he  shall  report  the  facts  in  writing 
to  his  commanding  officer. 

205.  Shall  not  indulge  in  unofficerlike  con- 
versation or  familiarity  with  the  men  under 
him  but  shall  at  all  times  demand  respect  and 
obedience  from  his  subordinates. 

206.  Shall,  when  assigned  to  the  command 
of  a  platoon,  bureau  or  unit  of  the  department 
or  when  acting  as  the  officer  in  charge  in  the 
absence  of  a  platoon  commander,  be  subject  to 
all  rules  and  orders  governing  lieutenants  and 
shall  be  held  responsible  accordingly. 

207.  Shall  keep  his  commanding  officer  in- 
formed as  to  police  conditions  in  his  section, 
and  especially  of  places  suspected  of  being  used 
to  carry  on  activities  in  violation  of  law.  He 
shall  also  keep  his  commanding  officer  informed 
of  places  where  gamblers,  thieves,  and  other 
law  violators  congregate,  visit,  or  operate. 

PATROLMEN 
A  Patrolman: 

208.  Shall  at  all  times  preserve  the  peace, 
prevent  crime,  detect  and  arrest  offenders  and 
enforce  all  criminal  laws  and  penal  ordinances. 

209.  Shall,  when  assigned  to  patrol  duty, 
except  in  case  of  police  emergency,  constantly 
and  diligently  patrol  his  beat  to  the  limits 
thereof. 

210.  Shall  not,  while  on  patrol  duty,  loiter 
on  his  beat  or  engage  in  unnecessary  conversa- 
tion with  members  or  other  persons. 

211.  Shall,  unless  otherwise  engaged,  upon 
arriving  on  his  beat  and  at  reasonable  intervals 
thereafter,  try  all  accessible  doors  and  windows 
of  business  and  public  places  that  are  not  open, 
for  the  purpose  of  ascertaining  if  they  are 
properly  secured.  When  any  such  places  are 
found  broken  open  or  unsecured,  he  shall  im- 
mediately notifv  his  station  and,  if  possible,  the 
owner  or  proprietor.  If  the  owner  or  pro- 
prietor   cannot    immediately    take    charge,    the 
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premises  shall  be  secured  with  a  police  lock. 
The  securing  of  doors  or  windows  found  open 
shall  not  be  left  to  special  police  officers  or 
watchmen. 

212.  Shall  be  considered  negligent  in  his 
duty  if  he  fails  to  discover  on  his  beat  during 
his  tour  of  duty  any  illegal  entry  into  premises 
where  evidence  of  such  illegal  entry  could  be 
observed  by  the  efficient  examination  of  doors 
or  windows. 

213.  Shall  be  considered  negligent  in  his 
duty  if  he  fails  to  discover  a  homicide,  robbery 
or  other  serious  crime  committed  on  his  beat 
during  his  tour  of  duty,  which  could  have  been 
discovered  through  the  exercise  of  reasonable 
diligence.  He  shall  also  be  responsible  for  his 
failure  to  take  prompt  action  in  the  apprehen- 
sion of  persons  known  to  have  committed  or 
suspected  of  having  committed  any  such  of- 
fense. 

214.  Shall,  while  on  patrol  duty,  be  respon- 
sible for  the  efficient  enforcement  of  all  laws 
and  ordinances  regulating  vehicular  and  pe- 
destrian traffic  and  travel  upon  public  highways. 
He  shall,  so  far  as  in  his  power,  constantly 
engage  in  traffic  safety  educational  work  by 
admonishing  operators  of  vehicles  and  pedes- 
trians who  may  be  committing  some  trivial 
violation,  without  criminal  intent,  of  the  danger 
of  such  practices,  and  that  public  safety  and 
the  reduction  of  traffic  accidents  can  be  made 
effective  only  through  the  cooperation  of  the 
motorists  and  pedestrians  with  law  enforcement 
agencies. 

215.  Shall  not,  during  his  tour  of  duty,  leave 
his  beat,  detail,  or  other  place  of  assignment, 
except  by  permission  of  a  superior  officer,  or  in 
the  performance  of  police  duty,  or  in  the  case 
of  personal  necessity.  When  instructed  to  re- 
main on  a  fixed  detail,  or  assignment,  he  shall 
not  leave  said  detail,  or  assignment  without 
first  notifying  his  superior  or  the  officer  in 
charge,  and  permission  is  granted.  The  com- 
plete   details    of    any    absence    from    his    beat, 
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detail,  or  assignment,  in  the  performance  of 
police  duty,  shall  be  .entered  in  his  memoran- 
dum book. 

216.  Shall  observe  the  conduct  of  all  known 
criminals  and  bad  characters,  making  such  ob- 
servations as  will  enable  him  to  identify  them 
at  any  time.  He  shall  observe  in  particular  their 
actions  and  the  places  they  freauent,  ascertain 
their  names,  residences  and  occupations,  keep  a 
record  of  same,  and  report  all  pertinent  facts 
to  his  commanding  officer. 

217.  Shall  observe  and  report  in  writing  all 
places  on  his  beat  suspected  of  being  illegally 
operated  and  give  full  details  thereon. 

218.  Shall  ascertain  the  identity,  residence 
and  destination  of  persons  found  loitering  on 
his  beat  at  late  and  unusual  hours  or  acting  in 
a  suspicious  manner. 

219.  Shall  observe  the  condition  of  the  pub- 
lic streets  and  sidewalks  on  his  beat  and  report 
any  defect  or  obstruction  thereon  which  is  not 
possible  for  him  to  remove  or  remedy  at  once. 
He  shall  see  that  barriers  and  lights  are  main- 
tained at  proper  times  during  the  day  and 
night,  respectively,  over  or  around  holes,  exca- 
vations, building  or  other  material  that  may 
constitute  an  element  of  danger  to  those  using 
said  streets  or  sidewalks. 

220.  Shall  report  outages  of  street  lights  re- 
quired to  be  burning  during  prescribed  hours. 

221.  Shall  immediately  report  to  his  station 
any  break  of  or  damage  to  a  water,  steam,  gas, 
electric  or  sewer  conduit  in  the  street,  or  con- 
nected with  any  building,  and  thereafter  make 
a  written  report  of  same. 

222.  Shall  examine  on  each  tour  of  duty  all 
fire  and  police  signal  box  equipment  and  attach- 
ments located  on  his  beat.  He  shall  not  attempt 
to  adjust  the  same  when  out  of  order,  and  shall 
be  responsible  for  failing  to  discover  or  report 
any  injury  thereto.  He  shall  examine  all  United 
States  mail  boxes  on  his  beat  and  report  any 
damage  to  s?me. 

223.  Shall  examine  on  each  tour  of  duty  all 
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traffic  signals,  signs,  lights  and  reflectors  on  his 
beat  and  report  any  found  in  need  of  replace- 
ment, repair  or  adjustment. 

224.  Shall  immediately  proceed  to  the  scene 
of  any  accident,  unusual  occurrence  or  crime 
committed  on  his  beat,  take  such  action  as  may 
be  necessary  and  make  a  report  of  same. 

225.  Shall  make  an  immediate  report  to  his 
station  of  all  dead  animals  found  in  the  street. 

226.  Shall,  when  requested,  direct  persons 
to  their  destinations  by  the  nearest  and  safest 
route  and  when  necessary,  request  permission 
from  his  superior  officer  to  accompany  them 
to  their  homes.  He  shall  furnish  information 
and  render  aid  to  persons  as  may  be  consistent 
with  his  duties. 

Rules  227  and  228. 

229.  Shall,  unless  otherwise  ordered,  report 
in  writing  to  his  Gommandinsr  Officer,  at  the 
end  of  each  tour  of  duty,  all  crimes  and  matters 
of  importance  that  have  come  to  his  attention. 

230.  Shall  see  that  no  person  who  requires  a 
permit  from  the  department  to  engage  in  busi- 
ness is  allowed  to  do  so  on  his  beat  without 
first  having  procured  such  permit.  He  shall 
report  in  writing  to  his  commanding  officer  any 
change  of  ownership  or  discontinuance  of  busi- 
ness at  such  places. 

MOUNTED  SERVICE 

231.  The  Chief  of  Police  shall  detail  a  mem- 
ber of  the  department,  of  the  rank  of  sergeant 
or  higher,  in  charge  of  the  police  stable.  The 
member  so  detailed  shall  be  given  the  title  "In- 
spector of  Horses  and  Equipment"  and  shall  be 
addressed  accordingly.  He  shall  select  mounted 
personnel  in  the  number  ordered  to  appear  in 
parades  or  other  functions  and  shall  be  re- 
sponsible for  the  transportation  of  mounts  and 
riding  equipment  to  the  point  of  assembly. 
The  Inspector  of  Horses  and  Equipment: 

232.  Shall  have  general  supervision  of  the 
horses  and  mounted  equipment  of  the  depart- 
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merit  and  shall  be  responsible  for  their  proper 
care.  He  shall  have  supervision  of  the  hostlers 
of  the  department  and,  with  the  approval  of  the 
chief,  may  assign  them  to  duty  in  stables 
as  required.  He  shall  report  in  writing  to  the 
commanding  officer  of  the  district  any  neglect 
of  duty  on  the  part  of  a  hostler. 

233.  Shall  forward  written  report  to  the 
chief  showing  materials  and  supplies  required 
for  the  mounted  service.  He  shall  receive  all 
such  materials  and  supplies,  and  shall  not  accept 
any  inferior  in  quality  or  not  in  conformity 
with  contract  requirements. 

234.  Shall  assign  horses  to  members  detailed 
for  mounted  service  and  no  change  in  said 
assignments  shall  be  made  unless  upon  his 
order. 

235.  Shall,  when  he  discovers  that  a  mount- 
ed member  is  not  adapted  or  suitable  for  that 
branch  of  the  service,  report  that  fact  in  writ- 
ing to  the  said  member's  commanding  officer. 

MOUNTED  MEMBERS 
A  Mounted  Member: 

236.  Shall,  while  on  duty,  be  responsible  for 
the  proper  care  and  custody  of  his  horse  and 
equipment.  He  shall  not,  except  when  neces- 
sarily engaged  in  the  performance  of  police 
duty  or  in  case  of  personal  necessity,  leave  his 
horse  unattended.  He  shall  immediately  report 
in  writing  to  his  commanding  officer  any  sick- 
ness of,  or  injury  to,  his  horse. 

237.  Shall,  before  going  on  duty,  see  that 
the  saddle  is  correctly  adjusted  and  the  saddle 
blanket  properly  spread  and  free  from  wrinkles. 
He  shall  see  that  his  horse  and  equipment  are 
clean  and  in  good  condition  and  shall  report 
in  writing  to  his  commanding  officer  any  ne- 
glect on  the  part  of  hostlers  in  caring  for  his 
mount.  His  horse  shall  not  be  brought  to  the 
stable  in  an  overheated  condition.  . 

238.  Shall  not  use  his  horse,  except  m  the 
performance  of  police  duty  and,  unless  a  faster 
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gait  is  necessary  in  emergencies,  his  horse  shall 
be  ridden  at  a  walk. 

239.  Shall  not,  while  on  duty,  allow  any 
member  or  other  person  to  mount  or  ride  his 
horse.  He  shall  not,  except  in  cases  of  emer- 
gency or  upon  orders  of  a  superior  officer,  give 
his  horse  to,  a  member  or  other  person  to  be 
brought  to,  or  taken  from,  the  stable. 

CITY  PRISON 

240.  The  chief  shall  detail  a  commissioned 
officer  in  command  of  the  city  prison,  who  shall 
subject  to  the  orders  of  his  superiors,  have 
control,   supervision   and   management   thereof. 

The  Commanding  Officer  of  the  City  Prison: 

241.  Shall  be  responsible  for  the  conduct 
discipline  and  efficiency  of  members  of  his 
command;  for  safe  keeping  and  proper  segre- 
gation of  prisoners  and  witnesses;  for  food 
supplies,  feeding  of  prisoners,  cleanliness  of 
prison  and  the  correct  keeping  of  records  con- 
nected therewith. 

242.  Shall  on  each  watch  assign  at  least  five 
members  to  be  on  duty  in  the  city  prison,  one 
of  whom  shall  be  a  non-commissioned  officer. 
Said  non-commissioned  officer  shall  be  assigned 
as   prison   keeper   and   designated    accordingly. 

243.  Shall  assign  one  member  as  "Turnkey," 
two  members  as  "Floormen"  and  one  member 
as  "Matron." 

244.  Shall,  unless  otherwise  ordered,  deliver 
or  cause  to  be  delivered  to  the  Property  Clerk, 
before  9  a.m.,  all  property  coming  into  the  pos- 
session of  prison  keepers  and  not  returned,  pur- 
suant to  the  provisions  of  Rule  2 5 7- A.  In  no 
case  shall  property  be  returned  to  prisoners  con- 
fined in  the  city  prison,  except  through  the 
Property  Clerk  or  upon  written  order  from  the 
Chief. 

245.  Shall  make  investigation  of  any  willful 
inhumanity  or  oppression  toward  any  prisoner 
under  his  care  or  in  his  custody  and  forward 
written  report  of  findings  to  the  chief. 
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246.  Shall  see  that  prisoners  are  supplied 
with  blankets,  soap  and  towels  and  compelled 
to  take  a  bath  at  least  once  a  week;  that  all 
blankets  and  bedding  used  in  the  prison  are 
fumigated  at  least  twice  a  week  and  that  all 
cells,  toilets  and  corridors  are  cleansed  with 
proper  disinfectant  at  least  once  a  week. 

247.  Shall  see  that  all  orders  issued  from 
the  office  of  the  captain  of  inspectors  regarding 
prisoners  in  his  custody  are  efficiently  executed. 

248.  Shall  cause  trial  calendars  to  be  pre- 
pared and  duly  forwarded  to  municipal  courts 
in  session. 

249.  Shall  see  that  no  person  except  mem- 
bers of  the  department  is  permitted  to  inter 
view  a  prisoner  confined  in  the  city  prison  un- 
less a  written  permit  to  do  so  has  been  obtained 
from  the  chief,  and  said  prisoner  has  indicated 
a  desire  to  participate  in  said  interview. 

PRISON  KEEPERS 

A  Prison  Keeper: 

250.  Shall,  in  the  absence  of  the  command- 
ing officer,  be  in  charge  of  the  city  prison. 

251.  Shall,  when  reporting  on  and  off  duty, 
enter  in  the  record  of  arrests  book  the  exact 
time  of  so  reporting. 

252.  Shall  enter  in  the  record  of  arrests 
book  the  full  name  with  middle  initials,  if  any, 
as  well  as  alias,  if  any,  of  every  person  de- 
tained in  the  city  prison.  He  shall  also  enter  the 
full  name  with  middle  initial,  if  any,  and  rank 
of  the  member  making  the  arrest,  the  time  and 
place  of  arrest,  criminal  charge,  names  of  wit- 
nesses, if  any,  and  such  other  data  as  may  be 
required.  In  entering  the  place  of  arrest  the 
building  address  shall  be  shown,  if  the  arrest 
has  been  made  in  a  building,  and  the  street 
block  number  shall  be  shown  if  the  arrest  has 
been  made  on  the  street. 

253.  Shall  take  possession  of  all  property 
found  upon  the  person  of  a  prisoner  and  enter 
a  detailed  description  of  same  upon  the  receipt 
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form  prescribed  by  the  Chief.  The  amount  of 
money  found  on  and  taken  from  a  prisoner 
shall  be  shown  in  words  to  the  exclusion  of 
figures.  When  a  watch  is  taken  from  a  prisoner, 
said  description  shall  include  the  make,  number 
of  case  and  works.  When  a  revolver,  pistol, 
kodak,  or  other  property  having  numerical  or 
alphabetical  identification  symbol  is  taken  from 
a  prisoner,  the  make,  name,  factory  number,  or 
other  identification  symbol,  if  any,  shall  also  be 
entered,  and  a  report  of  same  forwarded  to  the 
Chief. 

254.  Shall,  when  a  juvenile  is  booked,  enter 
on  the  juvenile  court  transfer  slip,  the  specific 
charge,  such  as  "Robbery,"  "Burglary,"  etc.,  in 
addition  to  "Alleged  Ward  Juvenile  Court." 
The  same  entry  shall  be  made  on  the  record  of 
arrest  card  and  in  the  record  of  arrests  book. 

255.  Shall  enter  in  the  Record  of  Arrest  book 
and  on  Record  of  Arrest  card  the  amount  of 
bail  shown  on  Orders  of  Release. 

255-A.  Shall,  when  property,  intended  to  be 
used  as  evidence  in  the  prosecution  in  criminal 
cases,  is  received,  list  said  evidence  on  the  ar- 
rest card. 

256.  Shall,  when  arrests  are  made  by  special 
police  officers,  record  the  officer's  name  with 
the  word  "special"  prefixed  thereto.    . 

257.  Shall,  when  property  is  taken  from  a 
prisoner,  give  said  prisoner  a  receipt  for  same. 
Receipt  shall  be  made  out  in  triplicate;  the 
original  shall  be  forwarded  to  the  property 
clerk's  office  with  the  prisoner's  property;  the 
duplicate  shall  be  given  to  the  prisoner,  and  the 
triplicate  shall  be  retained  as  a  station  record. 
The  prisoner  shall  sign  the  receipt  in  triplicate 
in  the  presence  of  the  prison  keeper,  except  in 
cases  of  intoxication,  when  the  duplicate  receipt 
shall  be  signed  by  him  and  delivered  to  him 
upon  his  release  or  discharge. 

2 5 7- A.  Shall,  when  property  is  taken  from  a 
prisoner,  as  prescribed  in  Rule  257,  return  said 
property  to  said  prisoner  in  the  event  said  pris- 
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oner  is  released  from  custody  before  his  or  her 
property  has  been  forwarded  to  the  Property 
Clerk's  Office. 

Before  property  is  returned,  as  provided  for 
in  this  rule,  the  duplicate  receipt  for  said  prop- 
erty given  to  the  prisoner,  and  the  triplicate  re- 
ceipt for  said  property  intended  as  the  station 
or  prison  record,  shall  both  be  signed  by  him  or 
her,  acknowledging  the  return  to  him  or  her  of 
said  property.  The  original  receipt  intended  to 
accompany  the  property  to  the  Property  Clerk's 
Office  in  cases  where  said  property  is  not  re- 
turned, in  compliance  with  this  rule,  shall  be 
destroyed  by  the  Officer  returning  the  property. 

The  Officer  returning  the  property  shall  also 
sign  his  name  and  star  number  on  receipts 
signed  by  the  prisoner. 

The  duplicate  receipt  given  to  the  prisoner, 
when  signed  as  herein  provided  for,  shall  be 
taken  up  and  forwarded  to  the  Property  Clerk. 
The  receipt  intended  as  the  station  or  prison 
record  shall  be  kept  at  said  station  or  prison. 

257-B.  In  order  to  comply  with  the  provi- 
sions of  Section  1412  of  the  Penal  Code,  each 
of  the  following-named  members  is  hereby  des- 
ignated "the  clerk  or  other  person  in  charge  of 
the  police  office": 

(a)  The  Property  Clerk. 

(b)  The   prisonkeeper  on   duty   in   the   city 
prison. 

(c)  The  officer  in  charge  of  a  police  station. 

(d)  The  stationkeeper  on  duty  in  a  police 
station. 

258.  Shall  have  jurisdiction  over  any  mem- 
ber entering  the  city  prison  in  charge  of  a 
prisoner. 

259.  Shall  not,  unless  otherwise  ordered  by 
a  superior  officer,  allow  a  police  telephone  to 
be  used  by  a  prisoner. 

260.  Shall  send  or  cause  to  be  sent  within 
the  City  and  County  of  San  Francisco  by  police 
telephone  any  message  which  a  prisoner  may 
request  sent  concerning  his  imprisonment.  This 
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section,  however,  does  not  apply  to  cases  where 
the  prisoner  through  intoxication,  insanity,  etc., 
has  not  the  normal  control  of  his  faculties. 
Neither  shall  it  require  the  duplication  of  com- 
pleted telephone  calls;  nor  shall  it  require  the 
sending  of  messages  on  matters  not  material  to 
his  imprisonment  and  release. 

261.  Shall,  when  a  prisoner  is  booked  on  a 
felony  charge,  have  said  prisoner  write  in  a 
clear  legible  hand  on  the  back  of  the  arrest 
card  his  full  name  with  middle  initial,  if  any. 
Should  said  prisoner  refuse  to  write  his  name 
as  indicated,  a  notation  shall  be  made  on  the 
back  of  said  card  reading  as  follows:  "Prisoner 
Refused  to  Sign  Name."  Should  said  prisoner 
be  unable  to  write,  a  notation  to  that  effect 
shall  be  made  on  said  card  by  the  prison  keeper. 

262.  Shall,  when  a  prisoner  is  booked  on  a 
grand  theft  charge  arising  from  the  theft  of  an 
automobile,  make  notation  in  record  of  arrests 
book  and  arrest  card  showing  the  words  "Stolen 
Automobile"  in  addition  to  the  grand  theft 
charge. 

263.  Shall,  when  order  of  discharge  is  pre- 
sented for  the  relase  of  a  prisoner  in  his  cus- 
tody, require  the  person  presenting  said  order 
of  discharge  to  sign  his  name  and  address  on 
the  back  of  same.  If  the  order  is  delivered  by 
messenger  or  agent  of  the  person  procuring 
said  order,  the  name  and  address  of  said  mes- 
senger or  agent  and  the  name  and  address  of 
the  person  delivering  the  order  to  the  mes- 
senger or  agent  shall  be  shown  on  the  back. 
If  party  cannot  write,  the  data  herein  required 
shall  be  written  by  the  prison  keeper. 

264.  Shall,  when  narcotics  are  booked  and 
held  as  evidence,  place  said  narcotics  in  a 
sealed  container  separate  from  all  other  prop- 

erty-  .  , 

265.  Shall,  if  the  prisoner  is  not  a  citizen  of 
the  United  States  by  birth,  enter  in  the  pre- 
scribed column  whether  or  not  he  has  been 
naturalized.  If  prisoner  has  been  naturalized, 
the  place  and  year  of  naturalization   shall  be 
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shown.  If  on  account  of  intoxication,  prisoner 
is  unable  to  furnish  said  data,  it  shall  be  pro- 
cured from  him  at  the  time  of  his  release. 

266.  Shall,  when  a  prisoner  arrested  on  a 
warrant  issued  in  another  county  of  this  state 
is  brought  to  the  city  prison,  proceed  to  handle 
said  prisoner  in  accordance  with  the  terms  of 
the  warrant  upon  which  he  was  arrested  and 
the  laws  of  this  state.  In  all  such  cases  he  shall 
immediately  notify  the  bureau  of  inspectors  and 
furnish  the  officer  in  charge  of  the  following 
information: 

(a)  Name  of  prisoner. 

(b)  Crime  for  which  arrested. 

(c)  County  in  which  warrant  was  issued. 

(d)  Name  of  official  requesting  the  arrest. 

(e)  Bail  set  on  warrant. 

(f)  Whether  prisoner  is  in  custody  or  re- 
leased on  bail. 

267.  Shall,  when  a  prisoner  becomes  sick  or 
disabled,  immediately  report  said  fact  to  the 
City  Physician  should  said  physician  be  in  the 
City  Prison  at  the  time.  If  the  City  Physician  is 
not  so  present,  the  provisions  of  Rule  308  shall 
be  observed  and  followed. 

268.  Shall  be  responsible  for  any  willful 
inhumanity  or  oppression  toward  any  prisoner 
in  his  custody. 

269.  Shall  see  that  female  prisoners  brought 
to  the  city  prison  are  delivered  to  the  matron 
to  be  searched.  Should  the  matron ^  require 
assistance  in  searching  or  placing  a  prisoner  in 
her  cell  he  shall  furnish  such  assistance. 

270.  Shall,  before  assuming  charge  and  be- 
fore his  predecessor  leaves  the  prison,  make  a 
careful  check  for  the  purpose  of  determining 
the  presence  in  custody  of  all  prisoners  as 
shown  by  the  records.  If  any  prisoner  is  found 
missing  that  fact  shall  be  immediately  called 
to  the  attention  of  the  prison  keeper  in  charge 
and  both  prison  keepers  shall  immediately  make 
an  investigation  to  determine  the  cause  of  such 
absence.  If  the  prisoner  cannot  be  located  in 
the  prison,  the  prison  keeper  about  to  be  re- 
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lieved  shall  immediately  notify  the  office  of  the 
chief,  the  office  of  the  captain  of  inspectors,  and 
the  commanding  officer  of  the  city  prison  if  the 
occurrence  demands  his  immediate  attention. 
Complete  written  reports  shall  also  be  made 
by  both  prison  keepers. 

271.  Shall,  during  his  tour  of  duty,  carefully 
examine  bulletins  and  other  communications 
listing  missing  persons,  or  persons  wanted  by 
this  or  other  departments,  and  check  same 
against  names  of  prisoners  held  in  the  prison 
for  the  purpose  of  determining  if  any  are  listed 
as  missing  or  wanted  among  them. 

A  Turnkey: 

272.  Shall,  while  on  duty,  have  possession  of 
the  keys  to  the  city  prison  doors,  and  be 
responsible  for  all  persons  entering  or  leaving 
the  prison. 

A  Floorman: 

273.  Shall  lock  and  secure  in  proper  cells  all 
prisoners  assigned  to  his  section  of  the  prison; 
shall  inspect  the  cells  frequently  and  observe 
the  condition  of  prisoners.  If  any  are  found 
sick,  injured  or  disabled  that  fact  shall  be  im- 
mediately reported  to  the  prison  keeper,  as  well 
as  any  occurrence  whereby  prisoners  may  at- 
tempt to  injure  themselves  or  others. 

274.  Shall  not  permit  any  written-  communi- 
cations to  be  sent  from  prisoners  confined  in 
his  section  to  other  prisoners  or  to  persons 
outside  of  the  prison  except  on  the  order  of  the 
commanding  officer  or  the  prison  keeper.  He 
shall  not  permit  any  communication,  written 
or  oral,  between  prisoners  who  are  ordered  to 
be  kept  separate. 

A  Matron: 

275.  Shall  have  charge  of  and  be  responsible 
for  all  female  prisoners  and  other  females  and 
children  under  her  care.  She  shall  not  leave 
the  prison  while  on  duty  without  permission 
from  the  commanding  officer  or  the  prison 
keeper. 

276.  Shall  lock  and  secure  in  proper  cells 
all  female  prisoners.  She  shall  inspect  the  cells 
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frequently  and  observe  the  condition  of  the 
prisoners  and  if  any  should  be  found  sick,  in- 
jured or  disabled,  the  facts  shall  be  immediately 
reported  to  the  prison  keeper.  She  shall  also 
report  to  the  prison  keeper  any  occurrence 
whereby  prisoners  may  attempt  to  injure  them- 
selves or  others. 

277.  Shall  not  permit  any  written  commun- 
ications to  be  sent  from  prisoners  confined  in 
her  section  to  other  prisoners  or  to  persons 
outside  of  the  prison  except  on  the  order  of  the 
commanding  officer  or  the  prison  keeper.  She 
shall  not  permit  any  communication,  written 
or  oral,  between  prisoners  who  are  ordered  to 
be  kept  separate. 

278.  Shall  not  carry  any  messages,  or  trans- 
act any  business  for  prisoners,  or  converse  with 
those  held  on  felony  charges  about  their  cases, 
except  by  permission  of  the  prison  keeper. 

279.  Shall,  unless  otherwise  ordered,  accom- 
pany and  remain  within  view  when  female  pris- 
oners are  being  interviewed  by  attorneys  or 
other  persons.  Such  interviews  shall  be  held 
where  the  prisoner  will  be  in  view  of  the  prison 
keeper. 

280.  Shall  not  receive  or  entertain  visitors 
while  on  duty. 

281.  Shall  not  place  a  female  prisoner  in  the 
dormitory  except  by  permission  of  the  chief, 
captain  of  inspectors,  commanding  officer  or 
prison  keeper. 

STATION  KEEPERS  AND  DESK  CLERKS 

282.  The  member,  other  than  the  platoon 
commander,  detailed  in  charge  of  a  station  shall 
be  designated  as  station  keeper. 

A  Station  Keeper: 

283.  Shall,  during  the  temporary  absence  of 
the  platoon  commander  from  the  station,  be 
the  ranking  officer  on  duty,  and  shall  be  obeyed 
and  respected  accordingly.  He  shall  be  respon- 
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sible  for  the   efficient   execution  of  the   duties 
of  his  assignment. 

284.  Shall,  immediately  upon  receipt  of  in- 
formation of  a  homicide,  robbery,  riot,  strike, 
fire,  serious  accident,  unusual  casualty,  or  un- 
usual occurrence,  transmit  all  available  informa- 
tion thereon  to  the  Platoon  Commander. 

If  the  incident  or  information  is  of  major 
or  unusual  importance,  the  Platoon  Command- 
er, or  the  Station  Keeper  in  the  absence  of 
the  Platoon  Commander,  shall  notify  the  Office 
of  the  Chief  of  Police,  the  Police  Commission, 
and  the  Chief  of  Inspectors.  In  the  event  that 
the  Offices  of  the  Chief  of  Police  and  the  Po- 
lice Commission  are  closed,  the  Officer  in  charge 
of  the  Bureau  of  Inspectors  shall,  if  in  his 
opinion  the  incident  or  information  is  of  such 
importance  as  to  warrant  the  personal  attention 
of  the  members  of  the  Police  Commission  and 
the  Chief  of  Police,  transmit  the  said  informa- 
tion to  the  members  of  the  Police  Commission 
and  the  Chief  of  Police.  Amended  3/20/51. 

285.  Shall  receive  all  permanent,  general 
and  special  orders,  bulletins  and  teletype  mes- 
sages. He  shall  acknowledge  receipt  of  same  by 
signing  his  name  with  title  of  rank  thereon,  in- 
cluding the  day,  date  and  time  received.  Orders 
intended  for  the  platoon  commander  shall  be 
immediately  delivered  to  him  by  said  station 
keeper. 

286.  Shall  see  that  members  and  patrol  spe- 
cial officers  on  duty  in  district  are  given  in- 
formation on  all  police  matters  of  importance 
affecting  them  and  which  have  been  received 
in  the  station  and  not  previously  given  them. 
He  shall  see  in  particular  that  the  license  num- 
bers of  stolen  or  misplaced  motor  vehicles  or 
motor  vehicles  used  or  suspected  of  being 
used  in  the  commission  of  crime  are  furnished 
said  members  and  patrol  special  officers  when 
they  call  the  station  through  signal  boxes  or 
otherwise. 
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287.  Shall,  when  a  motor  vehicle  other  than 
those  assigned  to  his  company  is  brought  to 
his  station  during  his  tour  of  duty  to  be  held 
in  the  custody  of  the  police  department,  see 
that  a  tag  is  attached  to  the  steering  wheel  of 
said  motor  vehicle  and  said  tag  shall  show  the 
following  particulars: 

(a)  Reason  for  bringing  motor  vehicle  to 
station. 

(b)  Whether  keys  were  in  motor  vehicle 
when  brought  in. 

(c)  Where  keys  are  being  held  while  said 
motor  vehicle  is  in  police  custody. 

288.  Shall,  when  information  is  received  by 
telephone  or  otherwise  involving  police  action 
by  another  police  district,  transmit  said  infor- 
mation to  the  station  of  the  district  affected. 
The  person  furnishing  the  information  shall  be 
advised  accordingly.  Entry  shall  be  made  in 
the  log  book  of  the  station  originally  receiving 
said  information  and  said  entry  shall  indicate 
the  company  affected  and  the  name  of  the  mem- 
ber to  whom  the  information  is  relayed. 

289.  Shall,  during  his  tour  of  duty,  carefully 
examine  bulletins  and  other  communications 
received  at  his  station  listing  missing  persons 
or  persons  wanted  by  this  or  other  departments, 
and  check  same  against  names  of  prisoners 
held  in  his  station  for  the  purpose  of  determin- 
ing if  any  persons  listed  as  missing  or  wanted 
are  among  them. 

290.  Shall,  in  recording  arrests  and  in  the 
care,  custody,  handling  and  treatment  of  prison- 
ers, and  in  returning  property  to  them,  be  gov- 
erned by  and  be  subject  to  the  rules  provided 
for  prisonkeepers  in  the  city  prison. 

291.  Shall,  when  a  lost  person  is  brought  to 
his  station,  immediately  notify  the  bureau  of 
inspectors  and  give  the  name,  if  known,  as  well 
as  the  description  of  said  person.  When  a  lost 
person  is  found  in  his  district,  he  shall  immedi- 
ately upon  that  information  being  made  known 
to  him,  transmit  all  particulars  to  said  bureau. 
If  the  residence  address  in  this  city  and  county 
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of  the  lost  person  becomes  known,  he  shall 
make  provision  to  have  said  person  conveyed  in 
a  police  vehicle  to  said  address,  provided  other 
transportation  is  not  readily  available. 

292.  Shall,  if  the  lost  person  is  a  minor  and 
after  a  reasonable  time  has  elapsed  and  his 
residence  address  in  this  city  and  county  or  the 
identity  of  his  parent  or  guardian  is  not  known, 
have  said  minor  conveyed  to  the  juvenile  de- 
tention home. 

293.  Shall,  if  the  lost  person  is  an  incom- 
petent adult  and  after  a  reasonable  time  has 
elapsed  and  the  residence  address  of  said  person 
in  this  city  and  county  or  some  member  of  his 
immediate  family  or  his  guardian  is  not  known, 
have  said  adult  conveyed  to  the  detention 
hospital. 

294.  Shall,  when  prisoners  are  in  custody  in 
the  station  cells,  visit  said  cells  from  time  to 
time,  and  shall  be  responsible  for  the  safe 
keeping  of  such  prisoners  during  his  tour  of 
duty.  He  shall  cause  prisoners  to  be  transferred 
to  the  city  prison  at  the  times  and  in  the  man- 
ner prescribed. 

295.  Shall  not  permit  female  prisoners  to  be 
booked  or  searched  at  his  station.  All  female 
prisoners  shall  be  transferred  immediately  to 
the  city  prison. 

296.  Shall,  when  a  defendant  named  in  a 
warrant  of  arrest  issued  in  another  county  of 
this  state  is  brought  to  his  station  or  appears 
at  said  station  to  surrender,  book  him  immedi- 
ately. If  said  defendant  procures  or  has  upon 
his  person  sufficient  money  to  meet  the  bail  set 
on  said  warrant,  he  shall  immediately  after  said 
booking  transfer  said  prisoner  to  the  city  prison 
together  with  the  arrest  card,  warrant,  and 
other  property  taken  from  him. 

297.  Shall  be  responsible  for  all  property 
taken  from  prisoners,  either  as  evidence  or  for 
safe  keeping,  and  for  all  other  property  en- 
trusted to  him  as  station  keeper.  Unless  re- 
turned, in  compliance  with  Rule  257-A,  he  shall 
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forward  all  property  to  the  Property  Clerk  in 
the  manner  prescribed.  He  shall  not,  while  such 
money  or  property  is  in  his  custody,  alloy  any 
person,  except  a  superior  officer,  to  examine  or 
interfere  with  it  in  any  way. 

298.  Shall,  when  a  prisoner  in  possession  of 
sufficient  bail  money,  except  when  charged  with 
intoxication  or  held  for  "Quarantine,"  is  ar- 
rested and  booked  on  a  misdemeanor  charge, 
detail  an  officer  to  accompany  him  to  the  bond 
and  warrant  clerk's  office  where  bail  may  be 
deposited  and  an  order  of  discharge  procured. 
The  officer  detailed  shall  then  take  the  prisoner 
to  the  city  prison  to  be  properly  released. 

299.  Shall  not  permit  members  or  unauthor- 
ized persons  to  go  behind  the  booking  desk,  or 
to  enter  the  office  of  a  superior  officer,  or  any 
business  office  in  his  station,  except  on  police 
business,  or  on  orders  of  the  superior  officer 
in  charge. 

300.  Shall  be  responsible  for  the  proper 
keeping  of  station  records  maintained  under  his 
supervision.  Said  records  shall  be  kept  in  a 
neat,  clean  and  business-like  manner,  and  he 
shall  not  allow  them  to  be  inspected  by  un- 
authorized persons. 

301.  Shall,  during  his  tour  of  duty,  receive 
and  properly  record  in  the  station  log  book  all 
oral  communications  involving  police  action 
received  by  telephone  or  otherwise. 

302.  Shall,  subject  to  the  orders  of  superior 
officers,  have  immediate  supervision  and  con- 
trol of  members  assigned  to  assist  him  in  his 
station.  He  shall  see  that  such  members  effi- 
ciently perform  the  duties  assigned  to  them  and 
he  shall  be  held  responsible  accordingly. 

303.  Shall,  when  two  or  more  officers  make 
an  arrest  and  accompany  the  prisoner  to  the 
station  to  be  booked,  designate  one  of  said 
officers  to  search  the  prisoner. 

304.  Shall,  when  all  papers,  cards,  letters, 
documents  and  property  are  taken  from  a  pris- 
oner by  the  officer  makine  the  search,  return 
to    said   prisoner   such    articles    as    eye    glasses, 
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smoking  apparatus  and  materials  and  other 
articles  which  may  be  essential  to  the  personal 
convenience  of  said  prisoner.  Provided,  how- 
ever, that  the  returning  of  said  articles  shall  be 
discretionary  with  the  station  keeper,  but  under 
no  circumstance,  under  the  guise  of  personal 
convenience  or  otherwise,  shall  any  article  be 
returned  to  a  prisoner  or  be  permitted  to  re- 
main on  his  person  or  in  his  possession  by 
which  he  may  injure  himself  or  others  or  by 
which  he  may  effect  the  escape  of  himself  or 
others. 

305.  Shall,  when  a  member  or  patrol  special 
officer  fails  to  ring  in  within  ten  minutes  of 
the  time  prescribed  for  said  ring  in,  report  that 
fact  immediately  to  the  platoon  commander. 
When  a  member  or  patrol  special  officer  is  ex- 
cused from  ringing  in  because  of  a  special 
detail,  assignment  or  other  police  emergency, 
the  ring  in  book  and  ring  in  sheet  shall  show, 
in  connection  with  said  member's  name,  the 
place  and  exact  time  of  said  special  detail, 
assignment  or  emergency. 

306.  Shall  report  in  writing  to  his  com- 
manding officer  any  violation  of  rules  or  orders 
coming  to  his  attention. 

307.  Shall  forward  daily  to  the  city  prison 
record  of  arrest  cards,  if  any,  at  7:30  a.m.,  4:00 
p.m.,  12  midnight,  4:00  a.m.,  or  as -soon  after 
said  respective  times  as  possible. 

308.  Shall,  when  a  prisoner  is  brought  to  his 
station  to  be  booked,  carefully  examine  said 
prisoner  to  determine  whether  or  not  he  is 
suffering  from  any  illness,  injury  or  mark  of 
violence  or  insanity.  If  any  serious  illness, 
injury,  or  mark  of  violence  or  insanity  is  dis- 
covered, he  shall  cause  such  prisoner  to  be 
promptly  conveyed  under  police  supervision  to 
an  emergency  hospital. 

When  a  prisoner  is  conveyed  to  said  hospital, 
the  record  of  arrests  book  shall  show  that  fact 
by  suitable  entry  in  red  ink  in  the  column  pro- 
vided therefor.  The  name  of  the  emergency 
hospital  where  treated  shall  also  be  entered  in 
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said  record  of  arrests  book.  The  data  dealing 
with  his  hospital  treatment  shall  also  be  entered 
in  red  ink  on  the  record  of  arrest  card  in  the 
space  provided  therefor.  When  a  prisoner  is 
conveyed  to  a  hospital,  a  hospital  report  shall 
be  made  and  forwarded  in  the  customary  man- 
ner. The  same  procedure  shall  be  followed  when 
a  prisoner  is  found  sick  or  injured  while  con- 
fined in  a  station  cell. 

ORDERS 

309.  The  chief  shall  have  power  to  issue 
orders  and  instructions  to  members  not  incon- 
sistent with  or  contrary  to  law  or  to  the  rules 
of  the  board.  Such  orders  or  instructions  may 
be  written  or  oral,  and  all  members  affected 
shall  observe,  obey  and  enforce  them. 

310.  The  routine  written  orders  issued  by 
the  chief  shall  be  designated  as  (a)  Permanent 
Orders,  (b)  General  Orders,  (c)  Special  Orders 
and  (d)  Bulletins. 

311.  (a)  Orders  on  matters  of  continuing 
importance  such  as  amendments  to  the  rules, 
change  of  police  procedure,  etc.,  to  be  known  to 
the  entire  department  generally,  shall  be  pub- 
lished in  "Permanent  Orders." 

312.  (b)  Orders  relating  to  matters  that 
need  not  be  known  to  the  entire  department  or 
which  are  to  be  in  effect  temporarily  such  as 
details,  parades,  funeral  orders,  or  events 
affecting  two  or  more  districts,  shall  be  pub- 
lished in  "General  Orders." 

313.  (c)  Orders  concerning  individual  mem- 
bers or  individual  districts  or  individual  events 
shall  be  published  in  "Special  Orders." 

314.  (d)  All  orders  and  information  rela- 
tive to  stolen,  abondoned  or  recovered  auto- 
mobiles, or  other  property,  missing  persons, 
criminals  wanted,  letters  of  commendation, 
eulogies,  announcements  and  other  communica- 
tions and  matters  which  should  be  known  to  the 
entire  department  but  which  do  not  come  with- 
in any  of  the  foregoing  classifications  shall  be 
published  in  "Bulletins." 
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315.  Orders  and  bulletins  shall  show  the  day 
and  date  of  issuance  and  be  numbered  con- 
secutively in  separate  series  beginning  with 
number  one  on  January  first  of  each  year.  Each 
order  shall  bear  a  title  or  caption  showing  the 
classification  to  which  it  belongs. 

316.  Complete  and  separate  files  of  each 
series,  in  numerical  order,  shall  be  kept  in  the 
office  of  each  command  and  duplicate  files  of 
permanent,  general  and  special  orders  and 
bulletins  shall  be  kept  in  the  assembly  room 
or  other  suitable  place  for  the  information  of 
members  of  the  command. 

CHARGES  AND  TRIALS 

317.  Any  breach  of  the  peace,  neglect  of 
duty,  misconduct  or  any  conduct  on  the  part 
of  any  member  of  the  department,  either  within 
or  without  the  State  of  California,  which  tends 
to  subvert  the  good  order,  efficiency  or  dis- 
cipline of  the  department  or  which  reflects  dis- 
credit upon  the  department  or  any  member 
thereof  or  that  is  prejudicial  to  the  efficiency 
and  discipline  of  the  department,  though  such 
offenses  are  not  specifically  defined  or  laid  down 
in  these  rules,  shall  be  considered  unofficerlike 
conduct  triable  and  punishable  by  the  board  as 
herein  provided. 

318.  Any  member,  who,  after  a  trial  by  the 
board,  is  found  guilty  of  violating  any  rule  of 
the  department  or  any  order  or  instruction 
issued  by  competent  authority,  shall  be  punished 
by  reprimand,  or  by  fine  not  exceeding  one 
month's  salary  for  any  one  offense,  or  by 
suspension  for  a  period  not  exceeding  three 
months,  or  by  dismissal  from  the   department. 

319.  Charges  made  before  the  board  against 
members  by  superior  officers  shall  be  sworn  to 
before  the  chief  or  other  person  authorized  to 
administer  an  oath  and  filed  with  the  secretary 
of  the  board.  Charges  shall  be  prepared  in 
duplicate  giving  the  Christian  and  surname  of 
the  defendant  and  complainant;  middle  names, 
if  any,  to  be  represented  by  initial  letters. 
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320.  Charges  made  before  the  board  against 
members  by  persons  other  than  superior  officers 
must  contain  a  statement  of  the  facts  constitut- 
ing the  grounds  of  complaint  in  ordinary  and 
concise  language  subscribed  by  the  party  mak- 
ing said  charges  and  verified  before  some  per- 
son authorized  to  administer  an  oath. 

321.  Charges  made  against  members  must 
be  definite,  clear  and  specific. 

SERVICE  OF  CHARGES 

322.  Service  of  charges  upon  accused  mem 
bers  shall  be  made  as  follows: 

(a)  By  serving  a  copy  of  the  charges  on  the 
accused  personally,  taking  his  receipt  on 
the  original  showing  time  and  date  of  serv- 
ice. 

(b)  If  personal  service  cannot  be  made,  then 
by  leaving  a  copy  of  the  charges  with  some 
competent  person  over  the  age  of  twenty- 
one  years  at  his  last  known  residence,  in- 
forming such  person  oraly  of  the  nature 
of  the  papers. 

(c)  If  personal  service  cannot  be  made  or  if 
a  copy  of  the  charges  cannot  be  left  with 
some  competent  person  over  the  age  of 
twenty-one  years  at  the  last  known  place 
of  residence  of  the  accused,  then  by  post- 
ing a  copy  of  the  charges  conspicuously  in 
the  station  or  bureau  to  which  the  accused 
is  attached  at  least  six  days  before  the  date 
set  for  trial. 

(d)  Said  charges  shall  be  served  at  least  six 
days  before  the  date  set  for  the  hearing 
of  same,  and  in  computing  said  period  of 
six  days,  the  date  of  service  shall  be  ex- 
cluded and  the  date  of  hearing  included. 

(e)  At  least  twenty-four  hours  before  the  time 
set  for  the  hearing,  the  person  charged 
shall  file  in  writing  with  the  Commission, 
his  plea  of  guilty  or  not  guilty.  Whatever 
his  plea  may  be,  he  shall  appear  in  person 
at  the  time  and  place  fixed  for  the  hearing. 

(f)  When  charges  are  served  under  the  pro- 
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visions  of  either  sub-division  "b"  or  "c", 
the  member  serving  same  shall  submit  a 
report  stating  how  service  was  made  and 
return  same  with  the  original. 

323.  When  a  member  is  temporarily  sus- 
pended pending  the  hearing  of  charges,  the  said 
charges  shall  be  filed  with  the  board  within 
one  week  after  the  date  of  such  suspension. 

324.  A  member  under  suspension  is  still  a 
member  of  the  department,  and  subject  to  the 
orders  of  the  chief  and  the  rules  of  the  de- 
partment. 

UNIFORMS 

325.  Each  member  shall  provide  himself, 
at  his  own  expense,  and  maintain  in  a  clean  and 
serviceable  condition,  with  the  uniform  and 
equipment  prescribed  by  the  Board  for  his  rank, 
which,  unless  otherwise  ordered,  must  be  worn 
at  all  times  while  on  duty.  No  uniform  shall  be 
worn  unless  it  is  made  of  regulation  cloth,  and 
conforms  strictly  with  the  specifications  and 
requirements  of  the  board. 

326.  Regulation  cloth  shall  be  procured  from 
the  property  clerk,  who  shall  issue  a  receipt 
to  the  purchaser  showing  the  number  of  yards 
purchased.  The  member's  commanding  officer 
shall  inspect  his  new  uniform  before  it  is  worn 
and  reject  same  if  not  made  of.  regulation 
cloth,  or  found  to  be  improperly  fitted  or  which 
does  not  conform  to  the  specifications  govern- 
ing same.  A  member  presenting  a  new  uniform 
for  inspection  shall  also  present  to  the  inspect- 
ing officer  the  cloth  receipt  issued  by  the  prop- 
erty clerk.  If  upon  inspection,  the  uniform  is 
found  to  conform  to  the  requirements  and 
specifications  of  the  board,  the  inspecting  officer 
shall  forward  said  receipt  to  the  chief  with  his 
endorsement  thereon. 

327.  No  mixture  of  civilian  clothes  with 
uniform  shall  be  permitted,  except  during  the 
third  watch  when  a  dark,  black  or  blue  shirt 
with  collar  to  match,  may  be  worn  instead  of 
the  regulation  shirt  and  collar. 
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EQUIPMENT 

328.  A  member  shall,  at  his  own  expense, 
provide  himself  with  a  regulation  revolver, 
cartridge  container,  handcuffs,  wooden  pocket 
club,  wooden  baton,  whistle,  electric  pocket 
light,  and  other  equipment  prescribed  by  the 
board. 

329.  A  member  shall,  while  on  duty  in  uni- 
form, carry  the  following  equipment: 

(a)  Star. 

(b)  Loaded  revolver. 

(c)  Cartridge  container. 

(d)  Wooden  pocket  club. 

(e)  Handcuffs. 

(f)  Signal  box  key. 

(g)  Whistle. 

(h)    Electric  pocket  light  full  charged  and  in 

good  working  condition, 
(i)     Memorandum  book, 
(j)     Traffic  citation  book, 
(k)    Street  guide. 
(1)     Hotel  directory. 

330.  A  member  shall,  while  on  duty  in  uni- 
form, display  his  star  on  the  outermost  gar- 
ment over  the  left  breast. 

(a)  The  revolver  shall  be  a  Smith  &  Wesson, 
38  caliber,  special  military  police  model  or 
Colt  38  caliber  positive  police  pattern,  blue 
finish.  Revolver  shall  be  fully  loaded,  and 
at  least  six  extra  cartridges  carried  in  the 
container. 

(b)  All  new  members  shall  equip  themselves 
with  Peerless  or  Pratt's  combination  hand- 
cuffs. 

331.  A  design  or  sample  of  each  article  or 
equipment  prescribed  by  these  rules  shall  be 
kept  in  the  property  clerk's  office,  and  equip- 
ment shall  conform  to  said  samples  respectively. 

332.  No  member  shall  possess  or  carry, 
while  on  or  off  duty,  any  instrument  or  weapon 
of  any  kind,  except  those  provided  for  in  these 
rules  and  by  the  laws  of  the  State  of  California. 

333.  A  member,  when  off  duty  or  on  duty  in 
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civilian  dress,  shall  be  equipped  with  the  follow- 
ing: 

(a)  Star. 

(b)  Revolver. 

(c)  Whistle. 

(d)  Handcuffs. 

(e)  Signal  box  key. 

334.  A  member  shall  be  responsible  for  the 
safe  keeping  and  authorized  use  of  his  uniform 
and  equipment,  and  shall  promptly  make  a  writ- 
ten report  of  the  loss  of  any  such  uniform  or 
equipment. 

335.  No  part  of  his  equipment  or  uniform 
shall  be  loaned  to  anyone  without  the  permis- 
sion of  his  commanding  officer. 

TELEPHONE  OPERATORS 
A  Telephone  Operator: 

336.  Shall  report  to  the  Director,  Bureau  of 
Criminal  Information. 

337.  Shall,  while  on  duty,  be  courteous, 
prompt  and  efficient. 

338.  Shall  not  use  the  police  lines  for  private 
business,  except  in  case  of  necessity;  shall  not 
reveal  or  discuss  with  others  any  police  busi- 
ness or  information  received  or  transmitted 
over  police  lines,  except  by  order  of  the  chief 
or  commanding  officer. 

POLICE  AUTOMOTIVE  EQUIPMENT 

339.  The  chief  shall  detail  a  member  to  be 
in  charge  of  police  automotive  equipment.  The 
member  so  detailed  shall  be  designated  as 
Inspector  of  Automotive  Equipment. 

The  Inspector  of  Automotive  Equipment: 

340.  Shall  have  supervision  over  all  motor 
vehicles  of  the  department.  He  shall  be  respon- 
sible for  the  adjustment,  care  and  cleanliness 
of  such  motor  vehicles. 

341.  Shall  make  arrangements  for  the  repair 
of  police  automotive  equipment  and  see  that 
said  repairs  are  efficiently  executed.  No  repairs 
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of  police  automotive  equipment  shall  be  ordered 
unless  approved  by  said  inspector  of  automotive 
equipment. 

342.  Shall  forward  written  report  to  the 
chief  showing  gasoline  and  oil  required  for 
police  automotive  equipment.  He  shall  see  that 
gasoline  and  oil  supplied  conforms  with  con- 
tract requirements. 

343.  Shall  examine  or  cause  to  be  examined 
members  as  to  their  qualifications  to  operate 
any  police  automotive  equipment.  Members 
found  qualified  shall  be  certified  in  writing  by 
him  to  the  chief. 

An  Operator  of  Police  Automotive  Equipment: 

344.  Shall,  immediately  after  roll  call,  in- 
spect the  vehicle  and  other  police  equipment 
to  be  used  by  him  during  his  tour  of  duty.  If 
said  vehicle  or  equipment  is  found  damaged  that 
fact  shall  be  immediately  reported  to  the  platoon 
commander  and,  except  in  case  of  emergency, 
said  vehicle  or  equipment  shall  not  be  used  until 
inspected  by  the  platoon  commander.  A  written 
report  shall  also  be  made  to  the  commanding 
officer  dealing  with  the  damage  discovered. 

345.  Shall  report  to  the  platoon  commander 
at  the  earliest  possible  moment  and  make  writ- 
ten report  to  his  commanding  officer  of  any 
accident,  defect  or  damage  to  said  vehicle  or 
said  equipment,  occurring  during  his  tour  of 
duty. 

346.  Shall  report  to  the  platoon  commander 
at  the  earliest  possible  moment  and  make  writ- 
ten report  to  his  commanding  officer  of  any 
loss  of  police  equipment,  occurring  during  his 
tour  of  duty. 

347.  Shall,  when  his  vehicle  becomes  dis- 
abled during  his  tour  of  duty,  immediately 
notify  the  inspector  of  automotive  equipment 
and  shall  place  said  vehicle  out  of  service  until 
otherwise  ordered  by  said  inspector. 

348.  Shall,  when  it  becomes  necessary  to  dis- 
continue the  use  of  his  vehicle  because  of 
weather     conditions,     immediately     notify     his 
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platoon  commander  of  such  fact,  and  shall,  dur- 
ing such  discontinuance  of  said  vehicle,  perform 
such  duties  as  may  be  directed  by  said  platoon 
commander. 

349.  Shall  see  that  the  vehicle  assigned  to 
him  is  properly  fueled  and  ready  for  immediate 
service  at  all  times. 

350.  Shall  operate  his  vehicle  in  a  reasonable 
and  prudent  manner,  having  due  regard  for 
the  traffic  on  and  the  surface  and  width  of  the 
highway. 

351.  Shall  promptly  answer  all  police  calls 
assigned  to  him. 

352.  Shall,  at  all  times  while  on  duty,  remain 
within  hearing  of  a  signal  calling  for  his 
services. 

353.  Shall  not  allow  unauthorized  persons 
to  operate  or  be  carried  in  said  vehicle  during 
his  tour  of  duty. 

354.  Shall  not  stop  to  permit  prisoners  to 
make    purchases    of    food,    tobacco    or    other 
articles  while  they  are  being  transported  in  a 
police  vehicle. 

355.  Shall  not  leave  his  vehicle  unattended 
except  when  necessary  in  the  performance  of 
police  duty  or  in  case  of  personal  necessity. 

356.  Shall,  before  leaving  his  vehicle  un- 
attended while  on  duty,  close  all  windows  and 
securely  lock  all  doors  and  keep  the  keys  in 
his  possession. 

357.  Shall  not,  unless  otherwise  ordered  by 
the  inspector  of  automotive  equipment,  permit 
more  than  twelve  prisoners  at  any  one  time  to 
be  carried  in  a  police  vehicle  used  as  a  patrol 
wagon. 

358.  Shall  not  leave  a  police  vehicle  at  any 
place  other  than  at  the  garage  designated  for 
same  without  permission  from  the  chief  or  his 
commanding  officer. 

359.  Shall  not  transport  in  police  vehicles 
persons  suffering  from  contagious  sickness  or 
disease.  If  said  vehicle  should  be  inadvertently 
so  used,  he  shall  report  that  fact  immediately  to 
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his  platoon  commander  and  make  written  report 
thereon  to  his  commanding  officer.  A  police 
vehicle  inadvertently  used  for  said  transporta- 
tion shall  be  immediately  put  out  of  service  and 
so  maintained  until  otherwise  authorized  by 
the  police  surgeon. 
Rules  360  to  374,  incl. 

HOSTLERS 

A  Hostler: 

375.  Shall  report  to  the  commanding  officer 
of  the  district  to  which  assigned.  He  shall  re- 
port on  and  off  duty  to  the  officer  in  charge 
of  his  station  at  the  time  and  in  the  manner  pre- 
scribed by  his  commanding  officer. 

376.  Shall  promptly  obey  all  orders  of  su- 
perior officers  and  of  the  inspector  of  horses 
and  equipment  in  relation  to  the  care  and  keep- 
ing of  the  horses  in  his  charge. 

377.  Shall  feed,  groom  and  properly  care 
for  horses  placed  in  his  charge.  He  shall  keep 
the  stalls  and  stables  clean  and  sanitary,  be 
responsible  for  the  appearance,  cleanliness  and 
condition  of  said  horses,  and  for  the  proper 
cleaning  and  care  of  bridles,  saddles  and  other 
equipment. 

378.  Shall  reverse  saddle  blankets  each 
watch.  When  the  saddle  is  removed  he  shall 
hang  it  on  the  peg  and  then  place  the  saddle 
blanket  over  the  top  with  the  damp  side  out. 
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379.  Shall,  in  case  of  sickness  or  injury  to  a 
horse,  report  that  fact  immediately  to  the  in- 
spector of  horses  and  equipment  and  to  the 
officer  in  charge  of  the  station.  A  v/ritten  report 
shall  be  made  thereon  to  his  commanding  officer. 

380.  Shall  not  smoke  or  use  uncovered  lights 
at  any  time  while  on  duty  in  the  stable. 

CIVILIAN  CLERKS  AND 
STENOGRAPHERS 

381.  The  chief  shall  assign  civilian  clerks 
and  stenographers  to  such  companies,  offices 
and  bureaus  as  he  may  deem  necessary  and 
they  shall  perform  such  duties  as  may  be  as- 
signed to  them  by  their  commanding  officers. 

COURT  DUTIES 
A  Member: 

382.  Shall  notify  his  platoon  commander  of 
any  court  attendance  required  of  him  during  his 
tour  of  duty.  Such  notification  shall  be  given 
the  platoon  commander  at  roll  call  on  the  date 
of  the  court  appearance.  If  on  duty  in  uniform, 
he  shall,  unless  otherwise  ordered,  appear  in 
court  in  said  uniform.  Should  he  still  be  on 
duty  when  his  court  attendance  is  completed,  he 
shall  report  back  to  his  beat  or  his  assignment 
and  notify  the  officer  in  charge  in  the  station 
accordingly. 

383.  Shall  present  his  own  cases  in  court 
and  shall  arrange  and  present  the  witnesses 
about  to  testify  in  proper  order  to  the  presecut- 
ing  attorney. 

384.  Shall,  when  he  has  a  case  in  the  superior 
court,  consult  with  the  prosecuting  attorney  and 
furnish  him  with  all  evidence  in  his  possession 
at  least  twenty-four  hours  before  such  case  is 
set  for  trial. 

385.  Shall,  in  felony  cases  in  which  he  is 
the  arresting  officer,  remain  with  and  advise 
the  prosecuting  attorney  and  render  whatever 
assistance  may  be  required. 

386.  Shall,  in  felony  cases  in  which  he  is  the 
arresting   officer,   procure   from   the   bureau   of 
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identification  the  previous  criminal  record,  if 
any,  of  the  defendant  and  present  same,  in 
writing,  to  the  prosecuting  attorney.  In  cases 
of  arrests  on  charges  of  begging,  vagrancy, 
drug  addiction,  petty  theft  and  in  all  other  mis- 
demeanor offenses  where  a  criminal  record 
would  be  relevant,  the  arresting  officer  shall 
procure  from  said  bureau  the  criminal  record, 
if  any,  of  the  defendant  and  present  same,  in 
writing,  to  the  prosecuting  attorney. 

387.  Shall  personally  serve  all  superior  court 
and  grand  jury  subpoenas  in  his  own  cases  and 
return  such  subpoenas  to  the  district  attorney's 
office  at  least  forty-eight  hours  before  the  time 
set  for  the  trial  of  such  cases.  He  shall,  when 
he  is  unable  to  subpoena  a  witness,  ascertain  if 
possible,  the  location  of  such  witness  and  report 
in  writing  all  information  obtained,  including 
present  whereabouts  and  whether  within  or 
without  the  jurisdiction  of  the  court.  When 
a  witness  is  outside  of  the  jurisdiction  of  the 
court  he  shall  lay  foundation  by  proof,  so  that 
the  testimony  of  the  witness  given  before  the 
committing  magistrate  may  be  read  at  the  trial. 

388.  Shall  in  criminal  cases  serve  subpoenas 
on  behalf  of  the  defendant  or  upon  the  order 
of  court. 

389.  Shall,  within  24  hours  after  the  final 
disposition  by  the  court  of  his  cases,  make 
written  report  thereon  to  his  commanding 
officer. 

390.  Shall  not  testify  in  a  civil  case  unless 
legally  subpoenaed  or  upon  the  order  of  the 
board  or  chief. 

ANNUAL  VACATION 

391.  Every  member  shall,  after  one  year's 
service,  be  allowed  an  annaul  vacation  of  two 
calendar  weeks,  with  pay;  provided  however, 
that  the  board,  by  resolution  may,  when  a 
police  emergency  arises  due  to  a  strike,  riot, 
fire,  earthquake  or  other  ma;or  catastrophe, 
suspend  said  vacation  period.  The  board  also 
may  prescribe,  by  resolution,  the  yearly  period 

70 


in  which  all  vacations  must  be  taken. 

392.  Subject  to  the  rules  and  orders  of  the 
board  and  chief,  commanding  officers  shall  ar- 
range vacation  periods  for  the  members  of 
their  respective  commands. 

393.  Before  a  member  commences  his  annual 
vacation  he  shall  submit  a  written  report  to 
his  commanding  officer  showing  where  he  may 
be  found  during  such  vacation. 

LEAVE  OF  ABSENCE 

394.  Except  while  on  leave,  watch  off,  or 
during  the  so-called  long  change  of  watch,  no 
member  shall  leave  the  City  and  County  of  San 
Francisco  without  permission  from  his  com- 
manding officer.  In  the  absence  of  his  command- 
ing officer,  the  officer  in  charge  may  grant  this 
privilege.  In  case  where  permission  is  required, 
a  record  shall  be  kept  in  the  detail  book  showing 
the  name  of  the  member  granted  said  permis- 
sion, the  date  and  period  of  such  leave,  by 
whom  granted  and  where  he  may  be  found  dur- 
ing such  absence.  The  entry  herein  required 
shall  be  made  by  his  platoon  commander  im- 
mediately after  all  the  regular  entries  in  said 
book,  required  in  connection  with  his  platoon 
have  been  made.  Said  entry  shall  be  made  in 
the  detail  book  in  the  manner  prescribed  each 
date  that  he  is  out  of  town  under  permission. 

395.  When  a  member  is  granted  a  leave  with 
or  without  pay  for  a  period  of  two  or  more 
days,  other  than  his  annual  vacation,  he  shall 
submit  a  report  in  writing  to  his  commanding 
officer  showing  where  he  may  be  found  during 
such  leave. 

396.  Application  for  leave  of  absence  with- 
out pay  shall  be  made  in  writing  to  the  mem- 
ber's commanding  officer.  If  his  application 
is  approved  by  said  commanding  officer,  the 
same  shall  be  forwarded  to  the  chief  for  his 
consideration.  If  approved  by  the  chief  the 
application  shall  be  referred  to  the  board  for 
its  determination.  An  application  to  leave  the 
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state  shall  be  made  in  writing  to  the  chief  and 
no  member  shall  leave  the  state  without  first 
having  secured  his  permission. 

WATCH  OFF  AND  EXTRA  DUTY 

397.  Members  of  this  department  (Other 
than  civilian  employees)  will  not  be  required 
to  perform  duties  in  excess  of  forty  hours  per 
week  unless  otherwise  specifically  ordered  or 
permitted  as  provided  in  Section  35.5 J/2  of  the 
Charter  of  the  City  and  County  of  San  Fran- 
cisco. 

District  Commanders  shall  be  guided  by 
schedules  indicating  the  order  in  which  mem- 
bers shall  be  entitled  to  two  watches  off  in  each 
calendar  week  exclusive  of  sick  or  disability 
leaves,  vacations,  and  other  leaves  of  absence 
with  or  without  pay.  Members  of  the  Traffic 
Division,  Bureau  of  Inspectors,  Headquarters 
Company  and  other  specialized  units  shall  be 
allowed  watches  off  pursuant  to  special  charts 
which  harmonize  with  the  work  schedules  in 
their  particular  departments. 

Company  Commanders  shall  not  allow  the 
accumulation  of  extra  duty  by  permitting  mem- 
bers of  their  respective  commands  to  defer 
regular  watches  off  except  by  order  of  the 
Office  of  the  Chief  of  Police.  Amended  5/25/50. 

397-A.  Members  who  are  required  to  attend 
court  in  prosecuting  cases  in  which  they  are 
the  arresting  officers,  and  while  not  in  regular 
duty,  shall  be  allowed  two  hours  overtime  for 
each  court  attendance. 

398.  A  platoon  commander  shall,  unless 
otherwise  ordered,  arrange  weekly  watches  off 
for  the  members  of  his  platoon  so  that  an  equal 
number  shall  be  off  daily. 

399.  The  board  may  suspend  the  weekly 
watches  off  for  members  for  any  period  of  time 
whenever,  in  its  judgment,  the  exigencies  of 
the  service  will  not  permit  same  to  be  taken. 

400.  Watches  off,   thus  suspended,  shall  be 
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allowed  by  commanding  officers  at  a  later  date 
when  the  granting  of  same  does  not  interfere 
with  the  efficient  execution  of  police  duty. 

401.  Extra  duty  performed  shall  be  allowed 
by  commanding  officers  at  a  later  date  when  the 
exigencies  of  the  service  will  permit  same  to  be 
taken.  Record  of  extra  duty  performed  shall  be 
kept  at  police  headquarters. 

402.  Repealed  9/12/51. 

403.  Claims  for  extra  duty  shall  be  presented 
in  writing  on  prescribed  forms  and  forwarded 
to  Headquarters  within  24  hours  after  said 
extra  duty  has  been  performed. 

404.  Applications  to  be  allowed  to  take  time 
off  for  extra  duty  performed  shall  be  made  on 
prescribed  forms  and  shall  be  made  a  sufficient 
time  in  advance  to  enable  the  applicant's  com- 
manding officer  to  check  his  overtime  record  at 
headquarters.  No  application  for  overtime  shall 
be  granted  unless  it  is  approved  by  the  appli- 
cant's commanding  officer  and,  if  for  more  than 
one  watch,  by  the  chief.  Applications  of  com- 
manding officers  for  overtime  for  extra  duty 
performed  shall  not  be  allowed  unless  approved 
by  the  chief. 

SICKNESS  AND  DISABILITY 

405.  Whenever  a  member  is  unable  to  report 
for  duty  at  the  prescribed  time  as  a  result  of 
sickness  or  disability,  he  shall  immediately  re- 
port or  cause  to  be  reported  that  fact,  to  his 
station  or  bureau,  and  promptly  forward  to 
his  commanding  officer  a  certificate  signed  by 
the  attending  qualified  physician  or  surgeon.  If 
notice  is  sent  by  telephone,  the  certificate  shall 
be  sent  as  soon  as  possible  thereafter,  provided 
however,  that  no  certificate  shall  be  sent  by 
mail. 

A  Member: 

Shall  not  absent  himself  from  duty  on 
account  of  sickness  or  disability  which  is  simu- 
lated. He  shall  not  attempt  to  mislead  or  de- 
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ceive  his  attending  physician  or  the  police 
surgeon. 

Shall,  while  absent  from  duty  on  account  of 
sickness  or  disability,  strictly  comply  with  the 
instructions  of  the  police  surgeon  and  remain 
at  his  residence,  unless  otherwise  authorized 
by  said  surgeon. 

Shall,  when  absent  from  duty  on  account  of 
contagious  disease  resulting  in  quarantine  of 
his  residence,  remain  in  such  residence  unless 
otherwise  authorized  by  the  police  surgeon. 

Shall,  when  comes  in  contact  with  a  per- 
son having  a  contagious  disease  or  when  he 
has  been  exposed  to  contagion,  immediately 
report  such  fact  to  his  platoon  commander  and 
make  written  report  to  his  commanding  officer. 

Shall  not  apply  for  treatment  or  obtain  a 
certificate  for  sickness  or  disability  from  the 
police  surgeon. 

The  Platoon  Commander: 

Shall,  while  in  his  station  during  his  tour  of 
duty,  receive  certificates  showing  sickness  or 
disability  of  members  of  his  company  or  unit. 
Upon  receipt  of  a  certificate  he  shall  enter 
thereon  the  exact  time  and  date  received  with 
his  signature  and  title  of  rank.  If  a  certificate 
is  brought  to  his  station  during  his  temporary 
absence,  the  officer  in  charge  in  the  station  shall 
enter  on  the  said  certificate  the  data  herein 
prescribed.  No  certificate  will  be  accepted  if 
the  signature  of  the  attending  physician  or 
surgeon  is  signed  with  a  stamp. 

Shall,  when  a  certificate  is  received  showing 
sickness  or  disability  incapacitating  a  member 
from  duty,  make  entry  in  the  record  book  kept 
for  that  purpose  of  the  following  particulars: 

(a)  Time  and  date  of  receipt  of  certificate. 

(b)  Full  name  and  rank  of  member. 

(c)  Name  of  member  receiving  certificate. 

(d)  Cause  of  sickness  or  disability  as  shown  in 
certificate. 

(e)  Name  of  attending  physician  subscribed  on 
certificate. 

Upon  return  to  duty  of  person  named  in  said 
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certificate  entry  shall  be  made  in  said  record 
book  showing  time  and  date  of  return  to  duty. 

Shall,  when  a  member  is  reported  to  him  as 
being  disabled,  require  such  person  to  make  an 
immediate  written  report,  if  possible,  showing 
the  cause  of  the  alleged  disability  and  the  man- 
ner in  which  it  was  sustained.  He  shall  detail 
a  superior  officer  to  investigate  whether  or  not 
the  disability  was  sustained  in  the  performance 
of  police  duty,  and  whether  he  was  on  or  off 
duty  at  the  time.  The  superior  officer  detailed 
shall  make  a  written  report  of  his  investigation 
and  state  therein  whether  or  not  the  report 
made  by  the  disabled  person  is  true.  In  case  the 
injured  person  is  unable  to  make  his  report,  it 
shall  be  made  by  another  officer  or  by  the  visit- 
ing superior  officer. 

Members  of  the  department  shall  be  entitled 
to  sick  leaves  and  disability  leaves  with  full  pay 
subject  to  the  provisions  of  this  rule  as  herein- 
after defined. 

A  leave  of  absence  granted  under  this  rule, 
with  full  pay,  because  of  illness  or  injury,  and 
not  covered  by  the  following  section  of  this 
rule,  shall  be  known  as  "sick  leave." 

A  leave  of  absence  granted  under  this  rule, 
with  full  pay,  for  one  of  the  following  causes, 
shall  be  known  as  "disability  leave": 

(a)  Absence  due  to  quarantine  established  and 
declared  by  the  Department  of  Public 
Health  or  other  competent  authority,  and 
shall  be  for  the  period  of  quarantine  only. 

(b)  Absence  necessitated  by  death  of  mother, 
father,  husband,  wife,  child,  brother  or 
sister;  provided  that  in  such  case  the 
leave  shall  not  extend  beyond  the  date  of 
burial  of  said  deceased  person. 

(c)  Absence  necessitated  by  death  of  other 
relatives;  but  leave  with  pay  in  such  cases 
shall  be  for  not  more  than  one  day  to 
permit  attendance  at  the  funeral  of  said 
person. 

(d)  Absence  due  to  disability  caused  by  illness 
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or  injury  arising  out  of,  and  in  the  course 
of  employment. 

Members  of  the  department  who  have  regu- 
larly occupied  their  positions  continuously  for 
at  least  one  year,  shall  be  entitled  to  two  weeks 
sick  leave  with  full  pay,  annually,  during  their 
employment  in  the  department.  Such  annual 
sick  leave  of  two  weeks,  with  pay,  when  not 
used,  shall  be  cumulative,  but  the  accumulated 
unused  period  of  sick  leave  shall  not  exceed 
six  months  regardless  of  length  of  service. 

Members  shall  be  entitled  to  an  accumulation 
of  two  weeks  sick  leave  with  pay  for  each  year 
of  service,  until  the  maximum  of  six  months 
accumulation  has  been  reached  provided  that 
when  said  maximum  accumulation  of  six 
months  has  been  reached,  and  thereafter  part 
of  said  maximum  of  six  months  has  been  used, 
the  used  part  of  said  maximum  may  again  be 
replenished  at  the  rate  of  two  weeks  for  each 
subsequent  year  of  service.  Sick  leaves  with 
pay  allowed  since  the  present  charter  became 
effective  on  January  8,  1932,  shall  be  deducted 
from  the  above  mentioned  accumulations. 

Members  of  the  department  who  are  absent 
from  duty  because  of  disability  arising  out  of 
and  in  the  course  of  employment  shall  be  en- 
titled to  full  pay;  the  extent  of  such  absence 
to  be  determined  by  the  Board  of  Police  Com- 
missioners. 

The  benefits  obtainable  under  this  rule  shall 
automatically  terminate  on  the  date  of  retire- 
ment on  pension  of  such  member  receiving  ben- 
fits  thereunder. 

Sick  leaves  with  pay  granted  under  this  rule 
shall  be  indicated  on  pay  rolls  and  time  sheets 
by  the  letters  "S.L.P."  (Sick-leaves  with  full 
pay) ;  and  disability  leaves  with  pay  granted 
under  this  rule  shall  be  indicated  on  pay  rolls 
and  time  sheets  by  the  letters  "D.L.P."  (Dis- 
ability leave  with  full  pay) . 

405-A.  Whenever  a  member  is  on  sick  leave, 
due  to  illness  or  injury  which  did  not  arise  out 
of,   or   in   the   course   of   employment   and   the 
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periods  prescribed  in  Rule  405  of  the  Police 
Manual,  as  the  same  is  now  constituted,  have 
been  exhauseted  and  if,  due  to  such  illness  or 
injury,  said  member  is  unable  to  or  fails  to 
report  for  duty  within  24  hours  immediately 
following  the  exhaustion  of  said  periods,  such 
conduct  on  the  part  of  said  member  shall  con- 
stitute inefficiency  and  neglect  of  duty. 

A  finding  by  the  Retirement  Board,  referred 
to  in  Section  159  of  the  Charter  of  the  City  and 
County  of  San  Francisco,  that  the  illness  or 
injury  did  not  arise  out  of,  or  in  the  course  of, 
employment  shall  be  conclusive  evidence  of  that 
fact. 

For  the  purpose  of  this  rule,  time  used  prior 
to  its  adoption  by  a  member  on  sick  leave  in 
excess  of  the  periods  prescribed  in  Rule  405 
of  the  Police  Manual  shall  not  be  considered 
a  violation  thereof,  but  the  failure  of  said 
member  to  report  for  duty  within  24  hours  after 
its  adoption  shall  constitute  inefficiency  and 
neglect  of  duty. 

HOMICIDES  AND  DYING  STATEMENTS 
A  Member: 

406.  Shall,  whenever  a  dead  human  body  is 
found  by  him  in  the  City  and  County  of  San 
Francisco,  immediately  notify  the  station  of 
the  district  where  found  and  report  in  writing 
all  the  facts  and  circumstances  connected  there- 
with. 

407.  Shall,  if  circum?fanrcs  indicate  that  a 
crime  has  been  committed,  upon  finding  a  dead 
human  body,  at  once  note  all  particulars  and 
take  the  rr.mes  and  addresses  of  all  persons 
present  or  who  may  have  any  knowledge  of  the 
affair.  If  necessary,  he  shall  detain  any  person 
whose  actions,  conduct,  statement,  declaration 
or  testimony  may  be  in  any  way  relevant  to  the 
investigation,  solution  or  prosecution  of  the 
case. 

408.  Shall,  in  all  cases  of  homicide,  prevent 
all  persons,  except  members  of  the  department 

77 


and  deputies  of  the  coroner's  office,  from  en- 
tering the  scene  until  a  member  of  the  bureau 
of  inspectors  arrives  and  takes  charge. 

409.  Shall,  if  first  at  the  scene  of  a  homi- 
cide, make  an  exact  record  of  the  position  of 
the  body,  furniture  on  the  premises  if  found  in 
a  room  and  location  of  articles  and  weapons 
that  may  have  been  used  in  causing  death. 
Search  of  the  person  of  the  deceased  by  the 
coroner  or  deputy  coroner  shall  be  witnessed  by 
the  member  mentioned  in  this  section,  and  his 
report  shall  show  in  detail  the  property,  if  any, 
taken  in  said  search. 

410.  Shall,  in  all  cases  of  attempted  murder, 
or  serious  assault,  take  in  writing  the  declara- 
tions of  person  injured  and  read  same  to  him 
for  verification.  If  possible,  the  signature  of 
the  injured  person  shall  be  obtained.  In  case  the 
assailant  is  in  custody,  he  shall  be  brought  with- 
in the  presence  and  hearing  of  the  person  in- 
jured for  identification.  The  member  in  charge 
shall  read  the  statement  to  the  defendant  within 
the  hearing  of  the  injured  person. 

411.  Shall  in  all  cases  where  the  injured  per- 
son may  die  before  the  district  attorney  or  his 
assistant  arrives,  procure,  if  possible,  the  decla- 
ration of  the  injured  person  in  the  following 
form: 

(a)  That  the  declaration  is  made  under  a  sense 
of  impending  death,  respecting  the  cause  of 
his  death. 

(b)  That  he  believes  he  is  about  to  die. 

(c)  That  the  injury  was  inflicted  by  (giving  the 
name  of  the  person  causing  the  injury. 

(d)  The  cause  or  circumstance  that  led  thereto. 

(e)  The  name,  age,  nativity,  residence  and  oc- 
cupation of  the  injured  party. 

412.  Shall,  when  dying  declarations  are  pro- 
cured, obtain,  if  possible,  witnesses  to  same. 
When  said  declarations  have  been  reduced  to 
writing  said  witnesses  shall  sign  thir  names  as 
such  together  with  their  residences. 
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FIRES 
A  Member: 

413.  Shall,  when  he  discovers  or  has  his  at- 
tention called  to  a  fire  requiring  an  alarm,  has- 
ten to  the  nearest  fire  signal  box  or  telephone 
and  send  in  an  alarm.  After  making  provisions 
for  the  direction  of  responding  fire  apparatus  to 
the  fire,  he  shall  proceed  immediately  to  the 
scene  of  the  fire. 

414.  Shall,  after  sending  in  the  fire  alarm, 
immediately  proceed  to  the  scene  of  the  fire. 
Members  shall  respond  to  fires  in  accordance 
with  prescribed  orders. 

(a)  The  platoon  commander  of  the  district  in 
which  a  fire  alarm  is  sounded,  shall  make 
investigation  to  determine  whether  the 
said  alarm  is  genuine  or  false.  If  a  fire  is 
limited  to  a  first  alarm  and  the  policing  of 
the  vicinity  is  supervised  by  a  sergeant,  he 
may  use  his  discretion  as  to  whether  or 
not  his  presence  is  required  at  the  fire. 
Should  it  appear  for  any  reason  his  pres- 
ence at  the  fire  is  required  in  the  interest 
of  police  control  and  efficiency,  he  shall 
proceed  there.  Whenever  a  second  alarm 
is  sounded,  he  shall  then  proceed  immedi- 
ately to  the  scene  of  the  fire.  He  shall  take 
charge  and  remain  in  command  of  the  po- 
licing of  the  area  until  relieved  or  super- 
seded by  a  superior  officer. 

(b)  If  not  otherwise  specially  detailed,  the  pa- 
trol sergeant  and  all  officers  on  duty  in  the 
section  in  which  a  first  alarm  is  sounded 
shall  proceed  to  the  scene  of  the  fire  and 
shall  report  to  the  officer  in  charge;  pro- 
vided, however,  that  for  the  purpose  of 
this  rule  a  member  of  a  police  district  com- 
pany on  a  fixed  post  traffic  duty  shall  not 
be  deemed  "specially  detailed."  If  the  ar- 
rival of  the  patrol  sergeant  at  the  fire  pre- 
cedes that  of  the  platoon  commander,  he 
shall  take  charge  until  the  latter  arrives." 

79 


(c)  Motorcycle  officers  and  officers  assigned  to 
the  Accident  Prevention  Bureau  who  are 
patrolling  in  the  section  of  the  district  in 
which  any  alarm  is  sounded,  shall  respond 
immediately,  or  if  specially  engaged  in  ac- 
tive police  duty,  as  soon  as  such  duty  is 
concluded,  to  the  scene  of  the  fire  and  re- 
port to  the  officer  in  charge.  In  the  event 
that  assistance  is  required  of  such  officers, 
they  shall,  through  their  respective  offices, 
have  themselves  placed  "out  of  service'5 
with  the  Bureau  of  Communications  and 
shall  continue  in  such  status  until  relieved 
by  the  officer  in  charge  at  such  fire.  The 
officer  in  charge  shall  relieve  such  officers 
for  return  to  their  regular  duties  as  soon 
as  practicable. 

(d)  When  an  alarm  is  sounded  on  or  near  the 
boundary  line  of  two  or  more  districts,  the 
officers  on  duty  in  the  sections  of  such  dis- 
tricts contiguous  to  said  boundary  line  and 
subject  to  the  limitations  set  forth  in  Rule 
414B  shall  respond  and  report  to  the  officer 
in  charge  at  the  fire,  and  perform  such 
duties  as  he  may  direct. 

(e)  When  the  attention  of  an  officer  is  directed 
to  a  fire  by  the  sound  of  sirens  or  other- 
wise, he  shall  be  charged  with  the  duty  of 
ascertaining  the  location  of  said  fire  and 
whether  or  not  he  is  required  to  respond 
to  same  as  in  these  rules  provided. 

(f)  Upon  the  sounding  of  a  second  alarm,  all 
members  on  duty  in  the  district,  subject  to 
the  limitations  set  forth  in  Rule  414B,  shall 
respond  forth  with  to  the  scene  of  the  fire 
and  shall  report  to  the  officer  in  charge. 

(g)  Upon  the  sounding  of  a  general  emergency 
or  conflagration  alarm,  all  members  of  the 
deDartment,  other  than  those  heretofore 
dealt  with  in  these  rules,  shall  report  for 
orders  immediately.  Such  members  who 
are  on  duty  shall  communicate  with  the 
stations  out  of  which  they  are  working,  for 
orders.    Such   members   who   are   off   duty 
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shall  report  immediately,  in  person,  to  the 
police  station  nearest  to  them  at  the  time 
they  receive  notice  of  the  said  alarm, 
(h)  If  and  when  any  officer  receives  notice  that 
an  alarm  to  which  he  is  responding  in  ac- 
cordance with  the  foregoing  provisions  of 
these  rules  is  false  or  that  such  fire  has 
been  extinguished,  he  shall  forthwith  re- 
turn to  duty,  notifying  his  district  station 
of  such  return  to  duty. 

(i)  Unless  otherwise  specially  indicated,  the 
place  of  reporting  to  the  officer  in  charge 
at  the  fire  shall  be  the  location  of  the  fire 
signal  box  from  which  the  first  alarm  was 
sent. 

415.  Shall,  if  first  at  the  scene  of  a  fire,  take 
charge  and  be  responsible  for  the  policing  of 
the  fire  area  until  a  superior  officer  arrives.  The 
said  officer  shall  immediately  ascertain  the  na- 
ture and  extent  of  the  fire,  the  exact  location 
thereof  and  whether  or  not  there  is  located  in 
the  immediate  vicinity  any  hospital,  school, 
theatre  or  other  place  where  large  numbers  of 
persons  are  assembled  or  domiciled  and  who 
might  be  endangered  by  said  fire  or  by  the  ex- 
tension thereof.  Said  information  shall  be  trans- 
mitted as  soon  as  possible  to  the  station  of  the 
district  in  which  the  fire  is  located. 

416.  Shall,  when  appearing  at  fires  in  civilian 
dress,  whether  on  or  off  duty,  report  to  the 
officer  in  charge,  and  perform  such  duties  as  he 
may  direct.  He  shall,  when  so  reporting,  display 
his  star  on  the  outermost  garments  over  the 
left  breast. 

417.  The  following  persons  shall  be  admitted 
within  fire  lines: 

(a)  Mayor,  policemen,  firemen,  emergency 
hospital  attendants,  members  of  the  Under- 
writers Fire  Patrol; 

(b)  United  States  postal  clerks,  and  employees 
of  Public  Utilities,  if  in  the  performance 
of  their  respective  duties  in  connection 
with  said  fire; 
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(c)  Officials  and  employees  of  the  State  Harbor 
Commission,  if  the  fire  is  on  a  wharf,  pier 
or  bulkhead,  under  the  jurisdiction  of  said 
Commission; 

(d)  Owners  and  occupants  of  property; 

(e)  Persons  with  authorized  police  or  fire  line 
cards,  signed  by  the  Chief  of  Police  and 
the  Chief  Engineer  of  the  Fire  Depart- 
ment, respectively,  and  reporters  with  cur- 
rent press  cards;  provided,  however,  that 
the  persons  mentioned  in  this  sub-division 
shall  not  be  authorized  to  enter  buildings. 

The  Officer  in  Charge: 

418.  Shall  detail  members  responding  to 
fires  so  that  police  duty  will  be  efficiently  per- 
formed; that  life  and  property  will  be  pro- 
tected and  the  commission  of  crime  prevented. 

419.  Shall  establish  fire  line  details  a  suffi- 
cient distance  from  the  fire  to  permit  the  fire 
department  to  work  without  interference.  Un- 
authorized vehicles  shall,  if  possible,  be  moved 
outside  of  fire  lines  established  by  the  officer 
in  charge.  Unauthorized  persons  shall  not  be 
permitted  within  fire  lines  and  in  this  connec- 
tion the  officer  in  charge  shall  see  that  Section 
13006  of  the  Health  and  Safety  Code  and  Sec- 
tion 623  of  the  Police  Code  are  rigidly  enforced. 

420.  Shall  efficiently  cooperate  with  the  offi- 
cer in  charge  from  the  fire  department  and  with 
the  fire  marshal.  Streets  shall  be  kept  open  for 
the  free  and  unobstructed  entrance  and  exit  of 
fire-fighting  apparatus. 

421.  Shall,  in  the  event  the  number  of  men 
responding  to  the  fire  is  insufficient  to  properly 
police  same,  make  immediate  provisions  for  the 
assigning  of  additional  men  from  his  own  com- 
pany, if  available.  If  additional  men  are  not 
available  in  his  company  for  duty  at  the  fire, 
he  shall  notify  the  office  of  the  Chief,  or  if  such 
office  is  closed,  the  Bureau  of  Communications 
of  that  fact,  giving  the  number  of  additional 
assignments  required  from  other  companies.  He 
shall  detail  a  member  to  protect  the  destroyed 
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or  burned  premises  when  the  owner  or  his  agent 
or  the  occupant  of  the  said  premises  cannot  be 
located. 

422.  The  platoon  commander  shall  see  that 
a  complete  report  is  made  of  the  fire  on  the  re- 
port form  prescribed. 

REWARDS,  TESTIMONIALS  AND 
CONTRIBUTIONS 

A  Member: 

424.  Shall  not,  under  any  pretense,  receive  or 
share  in,  for  his  own  benefit  or  that  of  others 
any  present,  fee,  compensation,  gift  or  emolu- 
ment for  police  service,  additional  to  his  regular 
pay  or  compensation,  except  by  permission  of 
the  board. 

425.  Shall  not  accept  any  gratuity,  compen- 
sation, reward  or  gift,  resulting  from  or  con- 
nected in  any  way  with  the  arrest  of  a  person, 
except  by  permission  of  the  board. 

426.  Shall  not  solicit  or  accept  any  present, 
compensation  or  reward  from  any  person  con- 
ducting a  business  upon  or  within  his  beat,  sec- 
tion, district  or  assignment,  except  by  permis- 
sion of  the  board. 

427.  Shall,  when  he  is  tendered  any  reward 
or  present  arising  out  of  meritorious  and  extra- 
ordinary service  rendered  by  him  in  the  dis- 
charge of  his  duty,  report  that  fact  to  the  board 
and  shall  furnish  the  following  particulars  in 
connection  therewith: 

(a)  Date  of  tender  or  receipt  of  reward  or 
present. 

(b)  Name  and  address  of  donor. 

(c)  Statement  of  character  and  extent  of  serv- 
ices rendered. 

(d)  Written  acknowledgment  from  donor  that 
reward  or  present  was  not  solicited  or  de- 
manded by  member  but  that  same  was 
given  freely  and  voluntarily  in  appreciation 
of  service  rendered. 

428.  Shall,  within  24  hours  after  tender  or 
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receipt  of  reward  or  present  for  meritorious 
and  extraordinary  police  service,  make  written 
application  to  the  board  for  permission  to  re- 
ceive said  reward  or  present,  and  the  member 
applying  shall  immediately  deposit  said  reward 
or  present  with  the  property  clerk  and  file  prop- 
erty clerk's  receipt  therefor  with  his  application 
to  the  board. 

429.  Shall  not,  in  his  official  capacity,  bestow 
testimonials  or  collect  or  receive  money  or  any- 
thing of  value  from  any  person.  He  shall  not 
circulate  subscription  papers  or  books  or  sell 
tickets  for  any  purpose,  except  by  permission 
of  the  board.  Nothing  in  this  section  shall  pre- 
vent the  chief  from  authorizing  the  collection 
of  a  department  floral  fund  or  a  commanding 
officer,  by  permission  of  the  chief,  from  collect- 
ing a  floral  fund  on  behalf  of  his  company  or 
unit. 

430.  Shall  not  commence  suit  for  the  col- 
lection of  damages  sustained  in  the  discharge 
of  police  duty  without  permission  from  the 
board. 

DISCIPLINE 
A  Member: 

431.  Shall  strictly  obey  and  promptly  exe- 
cute the  lawful  orders  of  his  superior  officers. 
In  case  of  conflict  of  orders  from  superior  offi- 
cers he  shall  respectfully  call  the  attention  of 
the  superior  officer  giving  the  last  order  to  such 
conflict;  should  the  latter  not  change  his  order, 
it  shall  be  obeyed  and  the  member  shall  not  be 
held  responsible  for  disobedience  of  any  for- 
mer order  or  any  violation  of  the  rules  in  obey- 
ing said  last  order. 

432.  Shall,  when  assigned  to  any  special  de- 
tail by  competent  authority,  be  subject  to  and 
governed  by  the  provisions  of  this  manual  in 
so  far  as  it  applies  to  him.  He  shall  be  held 
Strictly  reversible  for  tbr  sneers  of  his  de- 
tails, the  rnforTri^r.t  of  nil  criminal  laws,  penal 
ordinances  and  rules  connected  therewith. 
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433.  Shall  be  respectful  to  his  superiors  on 
all  occasions  whether  on  or  off  duty. 

434.  Shall  not  use  abusive  language  or  act 
arbitrarily  in  dealing  with  his  subordinates. 

435.  Shall  devote  his  entire  time  and  atten- 
tion to  police  business  and  shall  not  engage  in 
any  other  business  or  calling,  except  when  sus- 
pended or  when  on  leave  of  absence  without 
pay. 

436.  Shall  not  belong  to  any  military  organi- 
zation, subject  to  governmental  call,  without  the 
permission  of  the  Board. 

437.  Shall,  except  in  cases  of  sickness  or 
disability  rendering  him  unfit  to  perform  police 
duty,  hold  himself  in  readiness  to  perform  said 
duty.  Although  the  members  are  by  rules  and 
regulations  relieved  at  certain  hours  from 
actual  performance  of  duty  on  ordinary  occa- 
sions, yet  they  are  held  to  be  at  all  times  on 
duty,  and  must  also  be  prepared,  while  relieved 
as  aforesaid,  to  act  immediately  on  notice  that 
their  services  are  required. 

438.  Shall  not  initiate,  propose,  advance  or 
influence  legislation  affecting  the  department 
or  its  personnel,  except  by  permission  of  the 
board.  He  shall  not  actively  participate  in  city 
and  county  politics  relative  to  the  election  or 
appointment  of  officials.  Neither  shall  he  take 
active  part  in  such  political  campaigns  or  in 
soliciting  votes  or  in  levying,  contributing  or 
soliciting  funds  or  support  for  the  purpose  of 
favoring  or  hindering  the  appointment  or  elec- 
tion of  candidates  for  city  and  county  offices. 

439.  Shall  not  bring  suit  against  any  depart- 
ment, tribunal  or  commission  of  the  City  and 
County  of  San  Francisco  without  permission 
from  the  board. 

440.  Shall  not  become  a  candidate  in  any 
popularity  or  voting  contest  for  a  prize  of  any 
description.  When  his  name  has  been  entered 
in  said  contest  without  his  permission  it  shall 
be  his  duty  to  notify  the  person  in  charge  of 
said  contest  to  immediately  eliminate  his  name 
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from  said  contest  and  he  shall  take  such  other 
steps  as  may  be  necessary  to  withdraw  his  name 
from  said  contest.  He  shall  submit  a  written 
report  to  his  commanding  officer  showing  the 
action  taken  by  him  in  the  withdrawal  and 
elimination  of  his  name. 

441.  Shall  not  request  his  friends  to  impor- 
tune the  board,  chief  or  his  commanding  officer, 
to  grant  him  special  privileges. 

442.  Shall  not  participate  in  any  public  ath- 
letic contest  without  permission  from  the  chief. 

443.  Shall  not  chew  gum,  tobacco  or  other 
substance,  while  in  military  formation  or  while 
detailed  at  public  functions  or  while  testifying 
as  a  witness  before  any  court,  tribunal  or 
board. 

444.  Shall  not,  while  in  uniform  on  a  public 
street  or  in  a  public  place,  read  a  newspaper  or 
other  literature,  except  in  the  discharge  of  his 
duty. 

445.  Shall  not  participate  in  any  game  of 
chance  in  any  station,  office  or  bureau  of  the 
department,  whether  played  with  cards,  check- 
ers or  other  articles,  matters  or  things. 

446.  Shall  not,  except  in  the  performance  of 
police  duty,  visit  any  place  wherein  he  knows 
or  suspects  that  any  penal  statute  or  ordinance 
is  being  violated. 

447.  Shall  not  obtain  or  endeavor  to  obtain 
for  himself  or  others,  by  means  tending  to 
reflect  discredit  upon  the  department  of  him- 
self, admission  to  theaters  or  other  places. 

448.  Shall  not  sleep  while  on  duty. 

449.  Shall  not  smoke,  while  in  uniform,  in 
military  formation,  funeral  escort  detail,  pub- 
lic assemblage,  public  function  or  in  any  other 
public  place  or  while  on  mounted,  foot  or  motor 
vehicle,  patrol  or  detail.  Provided  however, 
that  nothing  in  this  section  shall  prohibit  a 
member  smoking,  while  in  uniform,  under  the 
following  conditions: 

(a)  While  on  patrol,  traffic  or  fixed  post  duty 
between  12  midnight  and  6:00  a.  m. 

(b)  While    on    duty    in    a    station,    office    or 
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bureau  and  not  engaged  in  the  transaction 
of  business  with  a  superior  officer  or  a 
civilian. 

450.  Shall  not,  while  in  uniform,  carry 
packages  of  merchandise,  except  those  pertain- 
ing to  police  business. 

450a.  Shall  not,  whether  on  or  off  duty,  con- 
vey, accompany,  or  take  intoxicated  persons  to 
their  abodes  without  permission  from  his  Supe- 
rior Officer. 

451.  Shall  not,  while  on  duty  or  in  uniform, 
drink  any  kind  of  intoxicating  liquor,  or  be 
under  the  influence  of  intoxicating  liquor  to 
such  an  extent  that  he  will  not  always  be  pre- 
pared to  exercise  police  powers  and  be  en- 
trusted with  the  performance  of  police  duty  m 
a  calm,  deliberate  and  efficient  manner. 

452.  Shall  not,  while  on  duty,  enter  any 
place  where  intoxicating  liquors  are  sold  or 
furnished,  except  in  the  immediate  discharge 
of  his  duty,  and  he  shall  leave  no  part  of  his 
equipment  or  uniform  in  any  such  place. 

453.  Shall  not,  except  in  the  performance  of 
police  duty,  bring,  cause  or  permit  to  be 
brought,  any  intoxicating  liquor  into  a  police 
building  or  a  police  boat. 

454.  Shall  not,  except  in  the  performance  of 
police  duty,  transport,  cause  or  permit  to  be 
transported,  any  intoxicating  liquor  in  any 
police  vehicle.  . 

455.  Shall,  while  off  duty,  abstain  from  the 
use  of  intoxicating  liquor  to  such  an  extent  that 
he  will  always  be  prepared  to  exercise  police 
powers  and  to  be  entrusted  with  the  perform- 
ance of  police  duty  in  a  calm,  deliberate  and 
efficient  manner. 

456.  Shall,  when  called  upon  to  give  evi- 
dence, or  when  making  depositions  or  testify- 
ing before  any  court,  officer,  or  competent  trib- 
unal, or  before  the  grand  jury,  or  the  board, 
or  the  chief,  conduct  himself  with  dignity, 
courtesy  and  respect,  and  state  clearly,  without 
reservation,  all  facts  pertaining  to  the  case  ad- 
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missable  in  evidence,  or  matters  under  investi- 
gation. 

456-A.  Shall,  when  called  upon  by  a  superior 
officer,  or  by  one  specially  assigned  by  lawful 
authority,  to  conduct  an  investigation  involving 
police  matters,  or  any  matter  affecting  the  con- 
duct of  a  member  or  members  of  the  depart- 
ment, truthfully  answer  all  questions  pro- 
pounded; and  all  reports,  statements  and  dec- 
larations, made,  orally  or  in  writing,  in  the  fore- 
going matters,  shall  contain  the  truth  without 
evasion. 

457.  Shall,  when  present  in  the  meeting  room 
of  the  board,  rise  and  stand  at  attention  un- 
covered, as  the  board  and  the  chief  are  entering 
said  room.  He  shall  remain  at  attention  until 
the  board  and  the  chief  are  seated. 

458.  Shall,  when  in  attendance  at  board 
meetings,  rise  and  stand  at  attention  uncovered, 
when  questioned  or  addressed  by  the  board  or 
a  member  thereof  or  the  chief.  This  section 
does  not  apply  when  he  is  testifying  as  a  wit- 
ness in  the  witness  chair. 

459.  Shall  not,  during  official  meetings  of 
the  board,  address  same  or  any  member  there- 
of, unless  requested.  Should  he  be  in  posses- 
sion of  information  which  may  be  of  value  to 
the  board  that  fact  shall  be  made  known  to  the 
chief.  This  section  does  not  apply  when  he  is 
testifying  as  a  witness  or  when  he  is  on  trial 
before  the  board. 

460.  Shall  not  cash  his  salary  check,  borrow 
money,  or  become  indebted  in  any  way  to  any 
person  engaged  in  business  as  a  bail  bond 
broker. 

461.  Shall  not  furnish  information  to  bail 
bond  brokers  or  to  their  servants,  agents  or 
employees  regarding  any  person  arrested  or  any 
investigation  made  or  to  be  made  or  any  ac- 
tivity carried  on  or  about  to  be  carried  on  by 
the  department,  except  such  as  may  be  required 
by  law.  When  information  is  furnished  to  a  bail 
bond  broker  or  to   his   servant,   agent  or  em- 
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ployee  in  accordance  with  law  that  fact  shall  be 
made  known  immediately  to  the  superior  officer 
in  charge  of  the  station,  bureau  or  unit  to  which 
the  member  furnishing  said  information  is  at- 
tached. 

462.  Shall,  when  subpoenaed  as  a  witness  on 
behalf  of  the  defense  in  any  criminal  proceed- 
ing or  in  any  proceeding  before  the  board, 
forthwith  make  a  report  to  his  commanding 
officer  of  such  service.  He  shall  include  in  said 
report  a  statement  of  the  testimony  expected 
of  him.  He  shall  before  testifying  as  a  defense 
witness  in  any  criminal  proceeding  inform  the 
prosecuting  attorney,  either  in  his  office  or  in 
the  court  room,  of  the  service  upon  him  of 
such  subpoena. 

463.  Shall  carefully  keep  his  manual  and  see 
that  it  is  not  soiled  or  defaced.  When  leaving 
the  department  he  shall  deliver  said  manual  to 
his  commanding  officer. 

DRILL 

464.  All  orders  of  the  drill  instructor,  per- 
taining to  drill,  shall  be  respected  and  obeyed. 

465.  Drills  shall  be  held  at  the  time,  place, 
and  in  the  manner  prescribed  by  the  chief. 

466.  The  ceremonies  constituting  the  annual 
police  inspection  and  review  shall  conform  to 
the  military  regulations  governing  same. 

SICK  AND  INJURED  PERSONS 

467.  Whenever  a  member  discovers  or  has 
his  attention  called  to  a  sick  or  injured  person 
requiring  medical  attention,  he  shall  proceed  to 
have  same  furnished  immediately.  If  the  sick 
or  injured  person  resides  in  this  city  and  county 
and  desires  to  be  taken  home,  the  member  shall 
make  provision  to  have  said  person  conveyed 
thereto  in  a  police  vehicle,  provided  no  other 
suitable  vehicle  is  available.  If  the  sick  or  in- 
jured person  desires  to  be  taken  to  a  hospital, 
either  public  or  private,  or  to  a  doctor's  office, 
or  to  some  other  place,  for  medical  attention, 
the   member   shall   make    arrangement   accord- 
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ingly,  and  if  a  police  vehicle  can  be  used  with 
safety  and  no  other  vehicle  is  available,  ar- 
rangement shall  be  made  for  transportation  in 
said  vehicle. 

468.  Unless  otherwise  ordered,  when  a  pris- 
oner in  custody  of  the  department  requires  hos- 
pitalization and  a  police  guard  is  to  be  main- 
tained, he  shall  be  conveyed  to  an  emergency 
hospital  or  to  the  San  Francisco  Hospital. 

COMMENTS  AND  COMMUNICATIONS 

A  Member: 

469.  Shall  not  communicate  or  cause  to  be 
communicated,  except  in  the  performance  of 
police  duty,  any  information  respecting  any 
complaint  made  or  order  or  rule  enacted  for 
the  government  of  the  department. 

470.  Shall  not  communicate  or  cause  to  be 
communicated,  directly  or  indirectly,  any  in- 
formation which  may  enable  a  person  suspected 
of  or  charged  with  crime  to  escape  from  arrest 
or  punishment,  or  that  may  enable  him  to  dis- 
pose of  or  secrete  any  property  unlawfully  ob- 
tained. 

471.  Shall  not  communicate  by  writing,  tele- 
phone, telegraph,  radio,  teletype  or  otherwise, 
with  other  police  departments  with  reference 
to  police  business,  except  through  the  office  of 
the  chief  or  upon  the  order  of  the  captain  of 
inspectors. 

472.  Shall  not  divulge,  except  as  required 
by  law  or  the  rules,  any  information  received 
from  one  who  asks  the  aid  of  the  department 
and  requests  that  the  information  furnished  be 
kept  confidential. 

473.  Shall  not  furnish  information  regard- 
ing arrests  or  investigations,  when  public  in- 
terest, the  apprehension  of  criminals  or  the  suc- 
cessful solution  and  prosecution  of  criminal 
cases,  is  dependent  upon  secrecy.  When  arrests 
and  criminal  investigations  have  reached  the 
stage  where  public  safety  will  not  be  prejudiced, 
the  apprehension  of  criminals  will  not  be  im- 
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peded,  or  the  investigation  or  prosecution  hin- 
dered or  obstructed,  information  regarding  the 
work  of  the  department  or  of  the  individual 
member  may  be  freely  given.  All  information, 
proper  under  the  rules,  shall  be  given  to  news- 
paper representatives  promptly,  correctly  and 
courteously. 

474.  Shall  not  publish  or  cause  to  be  pub- 
lished, directly  or  indirectly,  or  by  private  let- 
ter, or  otherwise,  except  as  required  by  the 
chief  or  the  rules,  any  information  concernmg 
the  department  or  the  acts  or  measures  of  any 
department  or  officer  of  the  United  States,  the 
State  of  California  or  the  City  and  County  of 
San  Francisco.  He  shall  not  criticize  orders  or 
the  acts  or  measures  of  any  department  or  offi- 
cer of  said  governments. 

475.  Shall  not  furnish  or  cause  to  be  fur- 
nished to  any  person  copies  of  any  official  in- 
struction, order  or  report,  except  as  required  by 
the  rules  or  upon  the  order  of  the  board  or 
chief. 

FORCE  AND  RESTRAINT 

476.  A  member  shall  not  use  his  pocket  club, 
baton  or  revolver,  except  as  provided  by  law 
and  more  particularly  as  provided  in  sections 
196  and  197  of  the  Penal  Code.  In  accordance 
with  section  835  of  the  Penal  Code  a  prisoner 
shall  not  be  subjected  to  any  more  restraint  than 
is  necessary  for  his  arrest  and  detention. 

ARRESTS 
A  Member: 

477.  Shall,  when  investigating  criminal  cases 
in  preparation  for  or  in  anticipation  of  criminal 
prosecution,  interview  each  available  witness, 
taking  his  name,  address  and  telephone  number 
and  a  synopsis  of  the  testimony  which  he  ex- 
pects to  give  at  the  trial.  When  possible  in 
felony  cases,  statements  of  witnesses  shall  be 
reduced  to  writing,  read  to  them  and  their  sig- 
natures procured.  Should  a  witness  desire  to 
make  corrections  in  this  statement  such  correc- 
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tions  shall  be  made  by  him.  Words  to  be  cor- 
rected shall  not  be  erased.  Correction  shall  be 
made  by  interlineation  or  upon  the  margain  or 
some  other  available  space  on  the  page  on 
which  the  correction  is  to  be  made.  In  all  such 
cases  where  correction  is  made,  the  statement 
shall  definitely  show  the  signature  of  the  person 
making  it.  All  such  statements  and  corrections 
shall  be  witnessed  by  the  officer  taking  them.  If 
a  person  other  than  a  member  is  present  and 
available  as  a  witness  to  the  taking  of  a  state- 
ment, his  name,  address  and  telephone  number 
shall  also  be  subscribed. 

478.  Shall,  when  any  article,  document, 
weapon,  instrument,  paper,  material  or  sub- 
stance, is  seized  for  use  in  evidence,  make  a 
memorandum  immediately  of  the  circumstances 
connected  with  the  seizure.  The  member  who 
first  obtains  possession  of  such  evidence  shall 
identify  it  by  his  initial  or  some  other  mark  or 
symbol  of  identification  personal  to  him.  It  is 
highly  essential  that  the  member  procuring  evi- 
dence shall  be  able  to  positively  identify  same 
through  some  number,  mark  or  symbol.  Evi- 
dence shall  be  carefully  handled  and  main- 
tained so  that  its  use  in  a  criminal  prosecution 
shall  not  be  retarded  or  rendered  ineffectual. 

479.  Shall,  when  he  arrests  a  person  actually 
in  charge  or  possession  of  United  States  Mail, 
accompany  him  to  a  post  office  or  to  his  desti- 
nation in  the  receipt  or  delivery  of  mail  within 
the  limits  of  the  city  and  county  before  taking 
him  to  a  station  or  bureau.  No  such  person  shall 
be  booked,  except  in  felony  cases,  until  all  of 
the  facts  connected  with  the  arrest  are  sub- 
mitted to  the  member's  platoon  commander  or 
other  officer  in  charge  of  his  station  or  bureau, 
and  in  all  such  cases  the  superior  officer  of  the 
person  arrested  or  detained  shall  be  immediate- 
ly notified,  if  possible. 

480.  Shall,  when  a  motorman  or  conductor 
in  charge  of  a  street  car  is  arrested,  accampany 
said  prisoner  in  the  street  car  which  he  is  oper- 
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ating  to  the  car  barn  to  which  he  belongs  or  to 
some  other  point  where  he  may  be  relieved  by 
his  employer.  Upon  said  car  being  taken  to  the 
barn  or  to  a  point  where  relief  may  be  effected, 
the  prisoner  shall  then  be  taken  to  a  station  or 
bureau  to  be  booked. 

The  foregoing  requirements  of  this  rule  do 
not  apply  where  the  motorman  or  conductor  is 
under  the  influence  of  intoxicating  liquor  and 
public  interest  demand  that  he  be  prevented 
from  operating  or  controlling  said  street  car. 

481.  Shall  not,  without  permission  of  his 
commanding  officer,  make  an  arrest  in  any  case 
which  has  as  its  basis  so  called  family  or  neigh- 
borhood controversies;  provided  however,  that 
nothing  in  this  section  shall  be  deemed  to  pro- 
hibit a  member  from  making  a  lawful  arrest  at 
any  time  or  place  in  compliance  with  section 
836  of  the  Penal  Code. 

482.  Shall,  when  a  fugitive  from  justice 
wanted  in  another  state  or  county  is  arrested, 
or  when  a  person  wanted  in  another  county  of 
this  state  is  arrested  without  a  warrant,  upon 
obtaining  his  platoon  commander's  permission, 
take  or  send  said  prisoner  to  the  bureau  of  in- 
spectors immediately.  He  shall  furnish  the  offi- 
cer in  charge  of  said  bureau  with  all  the  facts 
and  circumstances  connected  with  the  arrest, 
and  immediately  make  written  report  to  his 
commanding  officer. 

483.  Shall,  when  a  person  charged  with  the 
operation  of  a  mechanical  apparatus  which,  if 
left  unguarded,  might  result  in  injury  to  per- 
sons or  damage  to  property  is  arrested,  delay 
the  removal  of  such  person  until  ruch  time  as 
said  mechanical  apparatus  has  been  safely  se- 
cured. 

484.  Shall,  upon  the  arrest  of  any  male  per- 
sons charged  or  to  be  charged  with  the  com- 
mission of  a  felony,  or  upon  the  arrest  of  any 
such  person  charged  or  to  be  charged  with  the 
commission  of  a  misdemeanor  under  ru-pidous 
circumstances,   or   under   conditions   indicating 
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that  said  misdemeanor  prisoner  might  be  armed 
with  a  revolver,  firearm,  or  other  dangerous  or 
deadly  weapon,  immediately  and  thoroughly 
search  said  prisoner.  If  any  such  weapon  is 
found,  it  shall  be  immediately  taken  from  him 
and  forwarded  to  the  station  to  be  booked  as 
evidence  or  property  as  the  case  may  be. 

485.  Shall,  upon  the  arrival  of  any  male 
prisoner  at  the  station  or  bureau  where  he  is  to 
be  booked  and  when  he  is  assigned  to  search 
said  prisoner,  thoroughly  examine  every  gar- 
ment on  the  person  of  said  prisoner  and  relieve 
him  of  all  papers,  documents,  letters,  cards 
and  every  other  article,  matter  or  thing  found 
therein.  He  shall  also  relieve  him  of  eye  glasses^ 
rings  and  wrist  watches.  Every  thing  taken 
from  the  prisoner  shall  be  placed  on  the  book- 
ing counter  in  full  view  of  the  station  keeper, 
the  searching  officer  and  the  prisoner.  If  the 
prisoner  has  the  normal  control  of  his  facul- 
ties, all  items  of  property  taken  from  him 
shall  be  examined  in  his  presence,  and  in  de- 
termining the  amount  of  money  taken  from 
him,  the  same  shall  be  counted  by  the  prison 
keeper  in  his  presence  and  in  the  presence  of  the 
searching  officer.  Articles  to  be  used  as  evidence 
shall  be  booked  as  such,  and  the  remaining 
articles  shall  be  booked  as  "Property."  If  the 
circumstances  indicate  that  a  thorough  search 
would  require  the  removal  of  the  clothes  and 
garments  from  the  body  of  the  prisoner,  such 
removal  shall  be  ordered  by  the  station  keeper. 

486.  Shall  be  responsible  for  the  thorough 
and  complete  search  of  the  prisoner  and  it 
shall  be  deemed  neglect  of  duty  for  the  officer 
searching  the  prisoner  to  leave  on  his  person 
any  card,  letter,  paper,  document  or  property 
of  any  kind. 

487.  Shall,  when  a  warrant  of  arrest,  sub- 
poena or  citation  is  received  by  him,  execute 
same  without  delay  in  the  manner  prescribed  by 
law.  When  executed,  proper  return  shall  be 
made  thereon  and  each  unsuccessful  attempt  to 
serve  said  warrant,  subpoena  or  citation  shall 
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be  made  the  subject  of  a  written  report  on  the 
forms  prescribed. 

488.  Shall  not  serve  a  subpoena,  summons 
or  other  paper  in  a  civil  action  nor  render  any 
assistance  in  such  a  case;  provided,  however, 
that  where  a  crime  is  committed  under  circum- 
stances authorizing  an  arrest,  said  arrest  may  be 
made  notwithstanding  the  fact  that  the  back- 
ground of  said  crime  may  also  involve  a  civil 
dispute. 

489.  Shall,  upon  receiving  or  procuring  a 
warrant  of  arrest,  take  same  to  the  warrant 
bureau  for  registration.  If  the  complainant  is 
available  he  shall  be  taken  to  said  bureau  in 
order  that  necessary  data  may  be  supplied  by 
him. 

490.  Shall  not,  except  in  the  performance  of 
police  duty,  converse  with  prisoners  in  custody 
without  permission  from  the  chief,  captain  of 
inspectors  or  his  commanding  officer. 

491.  Shall  not,  directly  or  indirectly,  be  con- 
cerned in  making  any  compromise  between  per- 
sons suspected  of  or  arrested  for  crimes  and 
persons  who  have  suffered  by  their  acts,  with  a 
view  of  permitting  them  to  escape  the  penalties 
provided  by  law.  He  shall  immediately  report 
in  writing  any  knowledge,  or  information  re- 
ceived, that  a  compromise  is  about  to  be  or  has 
been  made  in  their  cases. 

492.  Shall  not  recommend  to  prisoners  or 
persons  involved  in  accidents  the  name  or  em- 
ployment of  any  person  as  an  attorney,  but 
upon  being  requested,  shall  notify  any  attorney 
the  prisoner  may  designate. 

493.  Shall  not  loan  or  give  money  or  any- 
thing of  value  to  persons  in  custody,  except 
upon  permission  of  the  officer  in  charge. 

The  Officer  in  Charge: 

494.  Shall,  when  persons  arrested  are 
brought  into  the  station  house,  acquaint  him- 
self with  the  particulars  surrounding  the  ar- 
rest, interview  the  prisoner,  check  all  facts  re- 
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garding  the  arrest,  see  that  the  proper  charge 
is  placed  against  him,  proper  statements  are 
taken  and  proper  reports  made,  and  all  evidence 
properly  gathered  and  booked,  and  if  hospitali- 
zation is  needed,  see  that  the  prisoner  is  con- 
veyed to  the  nearest  emergency  hospital. 

GENERAL  RULES 

495.  For  the  purpose  of  police  work  the  day 
shall  be  divided  into  eight-hour  periods,  each 
period  to  be  known  as  a  watch.  The  hour  for 
the  commencement  of  each  watch  shall  be  de- 
termined by  the  Chief.  The  members  of  each 
watch  shall  report  for  roll  call  fifteen  (15)  min- 
utes before  the  hour  of  the  commencement  of 
their  tour  of  duty. 

496.  Senior  members,  including  patrol  wagon 
drivers,  shall  be  assigned  to  the  day  watch. 

497.  Seniority  of  service  shall  be  determined 
as  follows: 

(a)  Seniority  of  all  members  of  the  depart- 
ment shall  be  determined  from  the  date  of 
appointment  to  their  respective  ranks  in 
the  department. 

(b)  Assignments  to  the  day  watches  shall  be 
made  according  to  seniority  and  deter- 
mined from  the  date  of  appointment  to 
their  respective  ranks  in  the  department. 

Rule  498. 

499.  Unless  otherwise  ordered  when  two  or 
more  members  are  on  duty  together,  the  high- 
est ranking  officer  present  shall  be  in  command 
and  be  responsible  for  the  efficient  execution  of 
his  assignment. 

500.  Unless  otherwise  ordered  when  two  or 
more  members  of  the  same  rank  are  on  duty 
together,  the  senior  member  shall  be  in  com- 
mand and  be  responsible  accordingly. 

501.  When  a  member  is  assigned  to  perform 
the  duties  of  a  higher  rank  he  shall  be  governed 
by  all  orders  and  rules  affecting  that  rank  and 
be  responsible  accordingly. 

502.  A  member  shall,  in  the  performance  of 

96 


his  duty,  be  polite,  civil  and  orderly  in  his  con- 
duct and  deportment,  maintain  patient  decorum 
and  command  of  temper  and  refrain  from  the 
use  of  harsh,  violent,  coarse,  profane  or  un- 
civil language.  When  requested,  his  name,  com- 
pany and  star  number  shall  be  given  in  a  courte- 
ous manner. 

503.  When  information  is  received  by  a 
member  which  may  be  of  value  to  some  other 
member  in  the  performance  of  police  work, 
same  shall  be  immediately  conveyed  to  such 
other  member.  If  the  matter  involves  a  member 
of  some  other  company,  bureau  or  unit,  it  shall 
be  transmitted  immediately  by  telephone  or 
otherwise  to  said  company,  bureau  or  unit  and 
as  soon  as  possible  thereafter  a  report  in  writ- 
ing concerning  the  matter  shall  be  submitted  to 
his  commanding  officer. 

504.  A  member,  while  on  patrol,  shall,  ex- 
cept in  case  of  emergency,  use  the  police  signal 
box  system  to  the  exclusion  of  public  and  pri- 
vate telephones  in  communicating  with  the  sta- 
tion. 

505.  A  member  or  a  patrol  special  officer 
shall  not  use  a  private  automobile  while  on  pa- 
trol duty  in  uniform,  except  by  permission  of 
his  commanding  officer. 

506.  A  member,  while  in  uniform  whether 
on  or  off  duty,  shall  keep  his  uniform  securely 
buttoned,  and  his  belt,  holster  and  equipment 
secured  in  the  manner  prescribed. 

507.  A  member  shall  be  neat  and  clean  in  his 
appearance,  and  his  uniform  and  equipment 
shall  be  maintained  in  good  order  and  ready 
for  immediate  use. 

508.  A  member  shall  be  held  responsible  for 
the  proper  care,  maintenance  and  service  of  all 
departmental  property  assigned  to  his  use,  and 
he  shall  promptly  report  in  writing  to  his  com- 
manding officer  the  loss,  damage  or  unservice- 
able condition  of  same. 

509.  A  member  shall  reside  within  the  lim- 
its of  the  City  and  County  of  San  Francisco; 
provided  however,  he  may  live  outside  of  the 
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City  and  County  of  San  Francisco  upon  the 
authorization  of  the  director  of  health,  filed  in 
the  office  of  the  civil  service  commission  and 
on  account  of  the  ill  health  of  himself  or  a 
member  of  his  immediate  family. 

510.  A  member  shall  report  in  writing  to 
his  commanding  officer  any  change  of  residence, 
with  new  address,  and  telephone  number  if  any, 
within  24  hours  after  said  change  has  been 
made.  If  address  involves  residence  in  an  apart- 
ment house  the  apartment  number  shall  be 
given  and  in  case  of  a  hotel  the  room  number 
shall  be  given. 

511.  A  member  shall  preserve  the  peace,  pre- 
vent crime,  protect  life  and  property,  enforce 
all  criminal  laws  and  penal  ordinances,  and  de- 
tect and  arrest  offenders. 

512.  A  member  shall,  when  on  duty  at  a  sta- 
tion, bureau  or  other  unit  of  the  department, 
use  the  following  procedure  in  answering  and 
sending  telephone  calls: 

(a)  The  member  receiving  the  call  shall 
promptly  respond  and  immediately  an- 
nounce the  name  of  his  station,  unit  or 
bureau,  giving  the  surname  preceded  by 
his  title  of  rank. 

(b)  The  member  sending  the  telephone  call 
upon  being  furnished  with  the  data  set 
forth  in  subdivision  "a"  of  this  section 
shall  immediately  identify  himself  in  the 
same  manner. 

513.  Telephone  conversations  shall  be  car- 
ried on  in  a  courteous,  distinct  and  audible 
manner. 

514.  Through  the  courtesy  of  railroad  trans- 
portation companies,  a  member  is  permitted  to 
ride  on  street  cars  and  street  passenger  busses 
within  the  limits  of  the  city  and  county  free  of 
charge.  This  courtesy  is  extended  to  a  member 
while  in  uniform.  It  is  also  extended  to  a  mem- 
ber in  civilian  dress  upon  the  presentation  of 
his  star  to  the  conductor  or  other  person  in 
charge  of  said  street  car  or  bus.  For  the  pur- 
pose   of    cooperating   with    operators    of   street 
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cars   and   busses,   the   following   rules   shall   be 
strictly  observed: 

(a)  A  member  traveling  in  uniform  or  by  rea- 
son of  the  presentation  of  his  star  shall 
not  occupy  a  seat  in  said  street  car  or  bus 
while  anyone,  other  than  a  member  so  rid- 
ing, is  required  to  stand  because  of  the 
lack  of  seats. 

(b)  A  member  in  uniform  or  a  member  in- 
tending to  ride  upon  the  presentation  of 
his  star  shall  not  board  a  street  car  or  bus 
until  all  pay  passengers  have  boarded. 

(c)  A  member  riding  on  a  street  car  or  bus 
upon  the  presentation  of  his  star  shall  pre- 
sent said  star  to  the  conductor  or  other 
person  in  charge  of  said  street  car  or  bus 
in  such  a  manner  that  he  may  have  an  op- 
portunity to  read  the  inscription  on  said 
star.  The  member  shall  also  at  the  time 
the  star  is  being  presented,  distinctly  an- 
nounce the  number  thereon  so  that  said 
conductor  or  other  person  in  charge  may 
record  same  if  he  so  desires. 

515.  No  member  shall  belong  to  any  organi- 
zation, association,  society  or  group,  the  activi- 
ties or  purposes  of  which  will  in  any  way  inter- 
fere with  or  control  the  work  or  services  of 
such  member  in  his  official  capacity. 

516.  No  member  shall  organize  or  become  a 
member  of  or  solicit  membership  in  any  organ- 
ization, club  or  group  within  the  department 
without  permission  from  the  board  and  chief. 

517.  All  officers  coming  to  the  city  from 
other  jurisdictions  who  require  the  assistance 
of  the  department  shall  be  referred  to  the  chief. 
A  member  assigned  to  assist  such  officers  shall 
keep  the  chief  informed  of  the  details  of  the 
assignment  and  shall  make  a  report  of  the  final 
result. 

518.  A  member  detailed  to  guard  a  prisoner 
at  a  hospital  shall  report  on  duty  at  the  station 
of  the  district  in  which  the  hospital  is  located 
and  to  the  officer  in  charge  of  said  station. 
After  having  so  reported  he  shall  proceed  im- 
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mediately  to  his  detail.  He  shall,  unless  other- 
wise ordered,  by  the  commanding  officer  of  the 
district  in  which  the  hospital  is  located,  report 
off  duty  at  the  station  of  said  district  and  to  the 
officer  in  charge  thereof. 

519.  A  member  shall  obtain  his  meal  during 
his  tour  of  duty  at  the  time  designated  by  his 
platoon  commander  and  the  meal  shall  be  ob- 
tained if  possible  within  the  confines  of  his  beat. 

520.  Whenever  a  member  discovers  or  has 
his  attention  called  to  a  lost  person,  whether  on 
or  off  duty,  he  shall  proceed  immediately  to 
assist  said  person.  If  his  residence  is  located 
in  the  immediate  vicinity  of  the  place  where 
found,  he  shall  be  taken  there.  If  the  residence 
is  not  so  located'  he  shall  be  taken  to  the  station 
of  the  district  where  found. 

521.  When  an  arrest  is  made  by  a  member 
of  the  department  other  than  a  member  of  the 
Bureau  of  Inspectors  for  a  felony  or  a  serious 
misdemeanor,  other  than  traffic  accident  cases, 
the  member  or  members  making  the  arrest  shall 
report  to  the  officer  in  charge  of  the  particular 
detail  or  unit  of  the  Bureau  of  Inspectors  spe- 
cializing in  the  type  of  offense  for  which  the 
defendant  was  arrested,  who  will  assist  him  in 
preparing  the  case  for  proper  presentation  in 
court,  and  it  shall  be  the  duty  of  the  arresting 
member,  or  members,  to  furnish  all  available 
facts  in  connection  with  the  case  to  the  officer 
in  charge  of  the  detail  and  co-operate  with  him 
in  every  way  in  the  preparation  of  the  case. 
When  a  member  makes  an  arrest  for  drunken 
driving,  or  so-called  "hit-and-run"  cases,  he 
shall  report  to  the  office  in  charge  of  the  acci- 
dent prevention  division  of  the  traffic  bureau 
and  furnish  all  available  facts  in  connection 
with  said  case  and  cooperate  in  every  possible 
way  in  the  presentation  of  the  case  in  court. 

522.  Shall,  before  returning  to  duty  after  an 
absence  or  disability  leave,  report  to  the  police 
surgeon  for  a  physical  examination  as  to  his 
fitness  to  perform  police  duty. 

523.  Shall  not,  in  a  private  capacity,  employ 
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the   police   surgeon,   or  obtain   a   certificate   of 
sickness  or  disability  from  him. 

523a.  Whenever  ten  or  more  members  of  the 
department  desire  to  petition  the  commission  to 
enact,  repeal,  change,  amend  or  modify  any 
written  rule  or  regulation  of  the  department, 
under  the  jurisdiction  of  the  commission,  they 
may  address  a  written  communication  to  the 
Chief  of  Police,  signed  by  ten  or  more  members 
of  the  department,  setting  forth  their  sugges- 
tions and  designating  the  proposed  or  existing 
rule  or  regulation  they  desire  to  have  enacted, 
repealed,  changed,  amended  or  modified,  as  the 
case  may  be,  and  giving  their  reasons  therefor. 
The  Chief  shall  thereupon  submit  such  writ- 
ten petition  to  the  Commission.  If  the  same 
appears  to  the  Commission  to  be  for  the  best 
interests  of  the  department  and  worthy  of 
further  consideration  and  discussion  a  time  for 
open  hearing  thereof  shall  be  designated  by 
the  Commission  and  the  Chief  shall  thereupon 
direct  all  the  members  who  signed  the  same  to 
appear  before  such  meeting  of  the  Commission. 
The  members  signing  such  petition  shall  be 
privileged  to  freely  address  the  Commission,  in 
person,  at  such  meeting,  or  meetings,  on  the 
subject  matter  of  their  petition. 

REPORTS  AND  RECORDS 

524.  Unless  otherwise  ordered,  all  police  re- 
ports shall  be  made  in  writing  at  the  station, 
bureau  or  unit  to  which  the  member  making 
same  belongs.  All  such  reports  shall  be  made 
to  his  commanding  officer  on  prescribed  blanks 
showing  day,  date,  time,  location,  name,  ad- 
dress, business  and  residence  telephones  of  each 
person  involved.  The  name,  address  and  tele- 
phone numbers  of  each  witness  shall  also  be 
shown,  as  well  as  all  pertinent  and  material 
facts  connected  with  the  case.  In  submitting  the 
report  the  member  shall  sign  his  full  name  with 
middle  initial  and  star  number.  When  making 
copies    of    reports,    the    member    making    same 
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shall  indicate  thereon  the  number  made  together 
with  his  star  number. 

525.  In  describing  persons  or  property,  a 
member  shall  give  an  accurate  description  in 
every  detail  so  that  proper  identification  can 
be  made  thereof. 

526.  All  police  reports  shall  be  typewritten 
or  made  with  black  ink.  Unless  otherwise  or- 
dered by  the  chief,  the  use  of  pencils,  indelible 
or  otherwise,  in  making  reports  or  in  making 
entry  in  any  book  or  record  of  the  department 
shall  be  prohibited.  No  erasure  shall  be  made  in 
department  records.  Changes  and  corrections 
shall  be  made  in  the  following  manner: 

If  the  record  is  made  with  black  ink,  the 
change  or  correction  shall  be  made  by  draw- 
ing a  red  ink  line  throught  the  words  or  letters 
to  be  corrected  and  inserting  in  red  ink  the 
correction  or  change.  The  rank  and  initials  of 
the  member  making  the  correction  shall  also 
be  indicated  in  red  ink.  If  the  record  is  type- 
written or  made  by  stamp  the  same  procedure 
shall  be  followed. 

527.  A  member  shall,  whether  on  or  off  duty, 
make  written  report  to  his  commanding  officer 
of  any  crime  or  other  occurrence  of  a  police 
nature,  which  comes  to  his  attention  and  which 
has  not  already  received  the  attention  of  some 
other  member  of  the  department. 

528.  When  a  letter,  complaint  in 'writing,  or 
other  written  communication  is  given  to  a  mem- 
ber for  investigation  or  the  taking  of  police  ac- 
tion during  his  tour  of  dutv,  he  shall  return  said 
letter,  complaint  in  writing  or  other  written 
communication  at  the  end  of  his  tour  of  duty, 
together  with  report  showing  action  taken. 

529.  Police  reports  and  records  shall  not  be 
removed  from  a  station,  bureau  or  offW  of  the 
department  except  in  conformity  wi+h  the  pro- 
visions of  law,  these  rules,  or  upon  the  order  of 
the  board  or  the  chief.  Copies  of  said  records, 
however,  may  be  made  by  a  member  when 
necessary  in  the  performance  of  police  duty. 
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530.  All  lost,  found,  stolen  or  abandoned 
property  coming  into  the  possession  of  a  mem- 
ber, and  capable  of  being  transported,  shall  be 
taken  to  his  station  or  bureau  and  placed  in  the 
custody  of  the  station  keeper  who  shall  forward 
said  property  to  the  Property  Clerk  as  soon  as 
practicable.  If  any  such  property  is  located  in 
a  district  other  than  his  own,  it  shall  be  taken 
to  the  station  of  that  district. 

531.  When  a  stolen,  abandoned  or  misplaced 
motor  vehicle  is  discovered  by  a  member,  the 
same  shall  be  taken  to  the  station  of  the  district 
where  found,  provided  it  is  capable  of  being 
operated  and  that  accommodations  are  avail- 
able for  its  storage  at  the  station.  In  the  event 
said  motor  vehicle  is  not  capable  of  being  oper- 
ated or  that  storage  is  not  available  at  the  sta- 
tion, he  shall  then  arrange  to  have  same  towed 
to  a  garage  or  other  place  designated  by  the 
officer  in  charge  of  the  dispatching  unit  of  the 
Bureau  of  Communications. 

532.  When  lost,  stolen,  abandoned  or  mis- 
placed property,  other  than  a  motor  vehicle,  in- 
capable of  being  transported,  is  found  by  a 
member,  he  shall  immediately  notify  the  station 
of  the  district  where  found  and  safeguard  said 
property  until  the  owner  is  notified  and  takes 
possession  of  same  or  until  he  is  relieved  by 
his  superior  officer.  In  the  event  the  owner  of 
the  property  mentioned  in  this  section  cannot 
be  located  or  cannot  appear  at  the  scene  within 
a  reasonable  time,  the  platoon  commander  in 
charge  in  the  district  where  located  shall  pro- 
ceed by  the  best  method  available  to  place  said 
property  in  storage. 

533.  Whenever  a  person  holding  a  permit 
from  the  department  is  arrested  for  any  viola- 
tion of  law  or  ordinance  arising  out  of  the 
operation  of  the  business  for  which  operation 
said  permit  was  granted,  the  arresting  officer 
shall  make  a  written  report  showing  m  detail 
the  facts  involved,  and  shall  deal  specmcally 
with  the  following: 
(a)    Business  authorized  by  permit. 
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(b)  Exact  name  of  permittee  as  shown  on  the 
permit  or  license. 

(c)  Number  of  license. 

(d)  Date  of  expiration  of  license. 

(e)  Location  where  business  is  conducted. 

The  disposition  of  the  case  in  court  against 
the  permittee  shall  also  be  reported  in  writing. 

TRANSFERS 

534.  When  a  member  is  transferred  to  an- 
other command,  a  report  showing  the  follow- 
ing data  shall  be  forwarded  by  his  command- 
ing officer  through  the  office  of  the  chief,  to 
the  commanding  officer  of  the  company  or 
bureau  to  which  the  transfer  is  made: 


(1 

(2 
(3 
(4 
(5 
(6 
(7 
(8 
(9 
(10 

(11 
(12 
(13 
(14 
(15 
(16 
(17 


Name  in  full. 

Residence. 

Telephone  number. 

Date  of  birth. 

Nativity. 

Date  of  appointment. 

Previous  occupation. 

Social  condition. 

Promotions. 

Rank. 

Star  number. 

Watch  off  due. 

Vacation  period. 

Extra  duty  due. 

Traffic  citation  book  (give  numbers). 

Revolver  (giving  make,  style,  numbers) 

Other  data  material  to  transfer. 


COMMENDATIONS 

535.  Commendation  for  meritorious  conduct 
consists  of  two  (2)  grades  and  awards  may  be 
made  to  a  member  where  the  following  ele- 
ments exist: 

First  Grade 

Manifest  outstanding  bravery  under  gun  fire 
or  against  immediate  attack  by  deadly  weapons 
or  instrumentalities  when  he  risks  his  life  with 
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full  knowledge  of  the  danger  involved  and  as- 
sumed, and  accomplishes  his  objective  by  ar- 
resting or  otherwise  terminating  the  criminal 
activity  of  the  transgressor;  or 

Manifests  outstanding  bravery  in  undertaking 
to  save  human  life  in  treacherous  water,  dan- 
gerous fire,  explosion  or  other  similar  threaten- 
ing agency,  when  he  risks  his  life  with  full 
knowledge  of  the  danger  involved  and  assumed, 
and  actually  accomplishes  the  undertaking. 

Second  Grade 

Manifests  outstanding  bravery  in  the  appre- 
hension of  a  person  known  to  the  member  to  be 
wanted  on  a  felony  charge;  where  the  circum- 
stances indicate  that  firearms  or  other  deadly 
weapons  may  be  used  against  the  member;  but 
it  develops  that  while  the  suspect  was  armed,  as 
the  circumstances  indicated,  he  did  not,  by  rea- 
son of  the  vigilance  and  alertness  of  the  mem- 
ber, use  or  attempt  to  use  the  said  weapon;  that 
the  member  had  full  knowledge  of  the  danger 
involved  and  accomplishes  his  objective  by  ar- 
resting or  otherwise  terminating  the  criminal 
activity  of  the  transgressor;  or, 

Manifests  outstanding  bravery  in  attempting 
to  apprehend  a  person  known  to  the  member  to 
be  wanted  on  a  felony  charge  where  the  cir- 
cumstances indicate  that  firearms  or  other  dead- 
ly weapon  may  be  used  against  the  member; 
that  the  member  had  full  knowledge  of  the  dan- 
ger involved  and  assumed;  that  because  of  gun 
fire,  or  a  deadly  weapon,  used  against  the  mem- 
ber, he  (the  member)  became  so  disabled  that 
he  could  not  accomplish  his  objective  by  arrest- 
ing or  otherwise  terminating  the  criminal  activi- 
ty of  the  transgressor;  or, 

In  carrying  on  investigation  leading  to  the  ar- 
rest of  a  person  wanted  on  a  serious  felony 
charge,  when  it  is  shown  that  the  apprehension 
was  made  possible  by  diligent  and  painstaking 
research  on  that  part  of  the  member  and  where 
it  clearly  appears  that  the  said  member  correctly 
weighed  and  evaluated  all  the  clues  and  circum- 
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stances  at  his  disposal.  This  award  does  not 
contemplate  arrests  made  solely  on  the  informa- 
tion of  informant.  It  is  intended  to  cover  cases 
where  clues  and  circumstances  are  correctly 
weighed  and  evaluated  and  where  diligent  in- 
vestigation leads  to  an  arrest  which  terminates 
the  career  of  one  who,  while  at  large,  has  been 
inimical  to  the  public  welfare  and  safety. 

536.  A  member  performing  the  acts  referred 
to  in  Rule  535  shall  submit  a  report  to  his  Com- 
manding Officer  showing  in  detail  the  acts  per- 
formed with  all  attendant  circumstances.  Said 
Commanding  Officer  shall  then  make  a  personal 
investigation  for  the  purpose  of  determining 
whether  or  not  the  act  and  conduct  of  the  mem- 
ber come  within  the  provisions  of  said  Rule  535. 
If  said  Commanding  Officer  finds  in  the  affirma- 
tive, he  shall  then  submit  his  personal  report  to 
the  Chief  showing  the  particular  grade  under 
which,  in  his  opinion,  the  conduct  of  the  officer 
falls. 

The  Chief  shall  refer  the  matter  to  the  Meri- 
torious Conduct  Board.  If  the  Commanding 
Officer  finds  that  the  conduct  of  the  member 
does  not  fall  within  the  provisions  of  Rule  535, 
he  shall,  nevertheless,  forward  his  personal  re- 
port to  the  Chief,  showing  his  reasons  for  dis- 
approval. 

537.  A  commanding  officer  performing  the 
acts  referred  to  in  Rule  535,  shall  submit  a  re- 
port to  the  Chief,  showing  in  detail,  the  acts 
performed  with  all  attendant  circumstances. 
The  Chief  shall  investigate  for  the  purpose  of 
determining  whether  or  not  the  acts  of  said 
Commanding  Officer  fall  within  the  provisions 
of  Rule  535.  If  he  finds  in  the  affirmative,  he 
shall  deal  with  the  matter  as  in  cases  of  com- 
mendation for  other  members. 

MERITORIOUS  CONDUCT  BOARD 

538.  For  the  purpose  of  acting  upon  applica- 
tions made  for  recommendation  under  the  pro- 
visions of  Rule  535,  a  board  is  hereby  created 
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that  consists  of  the  following  members: 

One  (1)  member  of  the  Police  Commission 
who  shall  act  as  Chairman;  the  Supervising 
Captain  of  Districts;  the  members  of  the  de- 
partment holding  the  civil  service  rank  of 
Captain  of  Police,  provided  that  in  the  event 
the  Deputy  Chief  of  Police,  the  Captain  of  In- 
spectors, the  Department  Secretary,  the  Captain 
of  Traffic,  the  Director  of  the  Bureau  of  Per- 
sonnel, are  members  holding  the  rank  of  Cap- 
tain, by  reason  of  an  appointment  from  the  Civil 
Service  Commission  eligible  list  for  that  rank, 
they  and  each  of  them,  shall  be  members  of 
the  said  board. 

In  the  absence  of  a  member  of  the  Police 
Commission,  the  members  of  the  board  present 
shall  elect  a  Chairman  for  the  particular  meet- 
ing called. 

539.  The  board  referred  to  in  Rule  538  shall 
be  known  as  the  Meritorious  Conduct  Board. 
The  Chairman  of  the  Board  shall  appoint  a 
member  of  the  department  to  act  as  Secretary 
of  said  Meritorious  Conduct  Board. 

540.  The  meritorious  conduct  board  shall 
hold  meetings  as  often  as  the  occasion  may 
require,  provided  however,  that  the  chairman 
may  call  meetings  whenever  he  deems  it  neces- 
sary. 

541.  The  secretary  shall  keep  a  record  of 
the  proceedings  of  the  meritorious  conduct 
board. 

542.  In  the  hearing  of  applications,  the  Meri- 
torious Conduct  Board  shall  be  governed  by 
the  following  rules: 

(a)  Six  members  shall  constitute  a  quorum  for 
the  transaction  of  all  business  referred  to 
the  Meritorious  Conduct  Board. 

(b)  Applications  shall  be  heard  and  voted  upon 
separately,  provided,  however,  that  when 
two  or  more  member  apply  for  commen- 
dation arising  out  of  their  joint  acts,  their 
applications  may  be  heard  and  voted  upon 
at  the  same  time. 

(c)  Should  a  member  of  the  Meritorious  Con- 
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duct  Board  make  application  on  behalf  of 
a  member  for  meritorious  conduct,  the 
said  member  of  the  board  may  participate 
in  the  hearing  and  may  be  a  witness,  but 
he  shall  be  disqualified  from  voting  on  the 
said  application.  A  two-thirds  vote  of  those 
present  at  the  hearing  and  authorized  to 
vote,  shall  be  necessary  to  approve  any 
application, 
(d)  Voting  on  applications  shallbe  by  secret 
ballot. 

543.  The  secretary  of  the  board  shall  return 
all  applications  to  the  chief  with  the  action  of 
the  board  endorsed  thereon. 

544.  After  the  meritorious  conduct  board 
has  acted  upon  applications  and  the  same  have 
been  returned  to  the  chief,  he  shall  forward 
said  applications  to  the  board  of  police  com- 
missioners with  his  approval  or  disapproval  in- 
dorsed thereon. 

545.  The  meritorious  conduct  board  is  here- 
by authorized  to  call  before  it  and  examine  wit- 
nesses regarding  the  matters  to  be  heard  and 
determined. 

546.  Commendation  for  meritorious  service 
shall  not  be  effective  until  the  approval  of  the 
Police  Commission  has  been  obtained.  In  con- 
sidering said  approval,  the  Police  Commission 
shall  exercise  an  independent  judgment  and 
shall,  if  the  said  Commission  deems  it  advis- 
able, investigate  the  matter  anew.  The  approval 
or  disapproval  of  an  application  for  meritorious 
conduct  by  the  Meritorious  Conduct  Board  or 
by  the  Chief,  shall  not  be  binding  upon  the 
Police  Commission. 

547.  Application  for  commendation  under 
the  provisions  of  Rule  535,  shall  be  made  with- 
in 30  days  after  the  date  upon  which  the  al- 
leged meritorious  act  was  performed.  The  Meri- 
torious Conduct  Board  shall  not  consider  any 
application  unless  it  is  made  and  filed  as  herein 
provided. 

547  l/z.  The  Police  Commission  hereby  de- 
clares that  in  adopting  Rules  535  to  547,  inclu- 
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sive,  it  is  dealing  with  "acts  of  meritorious  pub- 
lic service,"  referred  to  in  subdivision  "d,"  Sec- 
tion 146  of  the  Charter,  and  it  further  declares 
and  recommends  that  unless  the  conduct  of  a 
member  of  the  department  falls  within  either  of 
the  two  (2)  grades  set  forth  in  Rule  535,  and  an 
official  finding  to  that  effect  has  been  made  by 
the  Police  Commission,  no  recognition  should 
be  given  the  said  acts  in  promotional  examina- 
tions to  the  ranks  of  the  uniformed  force  of 
the  Police  Department.  The  Police  Commission 
further  declares  and  recommends  that  in  its 
judgment  the  40%  of  the  10%  referred  to  in 
subdivision  "d,"  Section  146  of  the  Charter, 
should  be  allowed  for  first-grade  commenda- 
tions and  20%  of  the  said  10%  referred  to  in 
subdivision  "d,"  Section  146  of  the  Charter, 
should  be  allowed  for  second-grade  commen- 
dations. 

547^4.  Nothing  in  Rules  535  to  547 1/2,  inclu- 
sive, shall  be  deemed  to  prohibit  the  Meritor- 
ious Conduct  Board  from  recommending  that  a 
member  be  commended  by  his  Captain  or  other 
Commanding  Officer,  but  in  this  respect  the  Po- 
lice Commission  hereby  declares  that  such  com- 
mendation by  a  Captain  or  other  Commanding 
Officer  should  not  be  considered  in  determining 
the  credits  or  percentage  allowed  by  subdivision 
"d,"  Section  146  of  the  Charter. 

DEBTS 

548.  Each  member  and  patrol  special  officer 
shall  pay  all  just  debts  and  legal  liabilities  in- 
curred by  him  while  connected  with  the  depart- 
ment. He  shall  not  incur  debts  or  liabilities 
which  he  is  unable  or  unwilling  to  discharge. 

549.  A  member  or  patrol  special  officer  shall 
not  evade  by  bankruptcy  proceedings  any  just 
debt  or  legal  liability  incurred  by  him  while 
connected  with  the  department. 

550.  All  claims  or  demands  against  a  mem- 
ber or  patrol  special  officer  shall  be  referred  to 
his  commanding  officer.  If  said  member  or  pa- 
trol   special    officer    admits    the    correctness    of 
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the  claim  and  his  legal  liability  to  pay  such 
claim,  he  shall  be  given  a  reasonable  time  to 
liquidate  same.  If  he  disputes  the  correctness 
of  the  claim  or  asserts  that  he  is  not  legally 
liable,  the  commanding  officer  shall  take  no 
further  action  until  the  claim  or  demand  has 
been  reduced  to  a  final  judgment.  Upon  obtain- 
ing a  final  judgment  and  that  fact  being  made 
known  to  the  commanding  officer,  the  latter 
shall  direct  the  judgment  debtor  to  make  pro- 
visions for  the  payment  of  same  and  he  shall  be 
given  a  reasonable  time  to  satisfy  said  judg- 
ment. If  the  judgment  debtor  refuses  to  satisfy 
said  judgment  or  neglects  to  do  everything 
reasonable  within  his  power  to  make  payments 
on  same,  charges  shall  be  filed  against  him  by 
his  commanding  officer. 

COURTESIES  AND  SALUTES 

(PERSONAL) 

A  Member: 

551.  Shall  address  a  superior  officer  by  title 
of  rank. 

552.  Shall,  whether  in  uniform  or  civilian 
dress,  upon  entering  the  office  of  the  mayor, 
board,  chief  or  commanding  officer,  remove  his 
head-dress  and  stand  at  attention,  unless  other- 
wise ordered. 

553.  Shall,  whether  in  uniform  or  in  civilian 
dress,  in  a  station,  office,  bureau  or  other  unit 
of  the  department,  rise  and  stand  at  attention 
when  the  mayor,  a  police  commissioner  or  the 
chief  enters.  The  member  first  observing  the 
entry  of  any  of  said  officials  shall  immediately 
give  the  command  "Attention"  in  a  clear,  audi- 
ble tone.  The  said  command  shall  be  immedi- 
ately obeyed  by  all  members  in  said  station, 
office,  bureau  or  other  unit,  and  said  members 
shall  remain  at  attention  until  the  order  "Be 
Seated"  or  "At  Ease"  is  given. 

554.  Shall,  when  standing  in  uniform  or  in 
civilian  dress  at  attention  in  the  office  of  the 
mayor,  commissioners,  chief  or  a  captain  and 
in   the   presence   of   any   of   said  officials,   hold 
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his  head-dress  in  his   left  hand   with   arm   ex- 
tended downward  close  to  his  side. 

555.  Shall  promtly  tender  and  return  at  all 
proper  times  the  hand  salute  as  prescribed  by 
the  U.  S.  Infantry  Drill  Regulations,  except 
when  secrecy  of  identity  is  required. 

556.  Shall  not,  while  in  civilian  dress,  be 
required  to  tender  the  hand  salute  except  to  the 
mayor,  a  police  commissioner,  and  the  chief. 

557.  Shall,  when  in  uniform,  tender  the  hand 
salute  to  a  superior,  The  subordinate  shall 
salute  first  and  his  superior  promptly  return 
same. 

558.  Shall  not,  when  on  duty  along  parade 
lines,  at  fires,  in  formation  or  on  other  occa- 
sions where  a  large  number  of  members  is  as- 
sembled for  a  specific  purpose,  be  required  to 
salute  as  herein  prescribed,  unless  he  is  ad- 
dressed by  or  is  about  to  address  a  superior 
officer. 

APPENDIX 
RESPECT  TO  THE  NATIONAL  COLOR 

559.  Unless  performing  police  duty  requir- 
ing immediate  attention,  a  member  shall  salute 
the  uncased  National  Color  as  it  passes  on  all 
public  occasions,  ceremonies  or  _  parades,  or 
when  it  is  carried  into  any  building,  room  or 
other  place  where  he  is  present.  The  said  salute 
shall  be  as  follows: 

NOT  IN  FORMATION: 

(a)  In  uniform,  covered  or  uncovered,  with- 
out baton;  or  in  civilian  dress,  uncovered; 
WITH  THE  HAND  SALUTE. 

(b)  In  uniform,  with  baton  drawn:  WITH 
THE  BATON  SALUTE. 

(c)  In  civilian  dress,  covered:  BY  UNCOV- 
ERING WITH  THE  RIGHT  HAND 
AND  HOLDING  THE  HEAD  DRESS 
OVER  THE  LEFT  BREAST. 
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IN  FORMATION  (AT  A  HALT): 

(d)  Without  batons:  The  command  shall  be 
brought  to  "ATTENTION"  and  the 
commanding  officer  shall  cause  the  unit  to 
execute  the  HAND  SALUTE.  Such  other 
officers  and  patrolmen  as  are  not  in  ranks 
shall  also  give  the  HAND  SALUTE. 

(e)  With  batons:  The  .command  shall  be 
brought  to  ATTENTION  and  PRE- 
SENT BATONS,  and  the  commanding 
officer  shall  himself  give  the  BATON 
SALUTE. 

The  provisions  of  subdivisions  "d"  and  "e" 
shall  not  apply  when  the  unit  is  part  of  a  larger 
formation.  A  unit  shall  not  salute  the  flags  of 
other  units  in  the  same  formation. 

(IN  MOTION) 

(f)  The  command  shall  be  brought  to  AT- 
TENTION, and  the  commanding  officer 
shall  salute  with  the  baton,  if  batons  are 
carried,  and  with  the  hand,  if  batons  are 
not  carried. 

(g)  In  all  cases  the  individual,  except  when  in 
motion,  shall  face  the  color,  and  assume 
the  position  of  attention.  The  salute  shall 
be  given  when  the  color  has  arrived  with- 
in a  distance  of  six  paces  and  continued 
until  it  has  passed  six  paces  beyond. 

560.  Member  carrying  the  National  Color 
shall  not  dip  it  to  any  person  nor  upon  any 
occasion. 

RESPECT  TO  THE  NATIONAL  ANTHEM 

561.  Salutes  to  the  National  Anthem  shall 
be  tendered  by  members  as  follows: 

NOT  IN  FORMATION: 

(a)  In  uniform,  covered  or  uncovered,  with- 
out baton:  WITH  THE  HAND  SA- 
LUTE. 

(b)  In  uniform,  with  baton  drawn:  WITH 
THE  BATON  SALUTE. 

(c)  In    civilian    dress,    covered:    UNCOVER 
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WITH  THE  RIGHT  HAND  AND 
HOLD  THE  HEAD  DRESS  OVER 
THE  LEFT  BREAST.  IN  INCLEM- 
ENT WEATHER  THE  HEAD  DRESS 
MAY  BE  SLIGHTLY  RAISED  FROM 
THE  HEAD. 

(d)  In  civilian  dress,  uncovered:  STAND  AT 
ATTENTION. 

IN  FORMATION: 

(e)  Without  batons:  The  command  shall  be 
brought  to  ATTENTION,  and  the  HAND 
SALUTE  executed  by  command. 

(f)  With  batons  drawn:  The  command  shall 
be  brought  to  1.  PRESENT:  2.  BATONS, 
and  the  commanding  officer  shall  himself 
salute. 

Members  of  the  force  saluting  the  National 
Anthem,  shall  in  all  cases  face  the  music.  The 
salute  shall  be  rendered  at  the  first  note  of  the 
Anthem  and  continued  until  the  last  note  has 
been  played. 

FUNERAL  ESCORTS 

562.  Upon  the  death  of  a  member  killed  in 
the  performance  of  police  duty  or  as  a  result  of 
injuries  received  in  the  performance  of  such 
duty,  the  commanding  officer  of  the  company 
or  unit  to  which  he  was  assigned  shall  immedi- 
ately procure  the  necessary  data  for  making 
police  assignments  and  escorts.  He  shall  fur- 
nish the  chief  at  the  earliest  practicable  time 
the  following  particulars: 

(1)  Name  of  the  deceased  member. 

(2)  Exact  date  of  death. 

(3)  Cause  of  death. 

(4)  Address  where  remains  may  be  viewed. 

(5)  Late  residence  of  deceased  and  telephone 
number. 

(6)  Time  and  place  of  funeral  services,  if  any. 

(7)  Time  of  taking  remains  from  the  place 
where  viewed  to  place  where  funeral  serv- 
ices, if  any,  will  be  held. 

(8)  Names  and  companies  of  the  pall  bearers, 
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if  any,  requested  by  the  family  of  the  de- 
ceased. 
(9)   Number   of   men   from   other    companies 
required  for  police  escort. 

(10)  Place  of  interment. 

(11)  Location  where  police  shall  assemble  pre- 
paratory to  taking  up  escort. 

(12)  Other  necessary  information. 

Composition  of  Funeral  Escort: 

Two  battalions: 

(3  companies  of  2  platoons  each — 
4  squads  in  each  platoon.) 

563.  The  appropriate  complement  of  officers 
and  non-commissioned  officers  shall  be  accord- 
ing to  the  U.  S.  Infantry  Drill  Regulations. 

564.  Upon  the  death  of  a  member  from  in- 
juries arising  out  of  the  performance  of  police 
duty,  a  suitable  guard  of  honor  shall  be  fur- 
nished by  the  Commanding  Officer  of  the  com- 
pany or  unit  to  which  he  was  assigned,  provided 
said  guard  of  honor  is  desired  by  the  family. 

565.  Unless  otherwise  ordered,  the  escort 
shall  be  formed  in  the  vicinity  of  the  residence, 
church,  or  place  of  funeral  of  the  deceased  and 
then  march  to,  and  line  formed  opposite  the 
entrance  with  the  original  right  of  the  escort  on 
that  flank  toward  which  the  funeral  will  pro- 
ceed; the  band,  if  any,  shall  also  take  post  on 
that  flank. 

566.  Upon  the  appearance  of  the  casket  the 
escort  commander  commands:  "1.  "Present — 
2.  Batons."  When  the  casket  has  been  placed  in 
the  hearse  he  commands:  "1.  Carry — 2.  Batons." 

567.  The  escort  may  be  formed  in  column 
of  companies,  platoons  or  squads.  The  escort 
takes  position  in  front  of  the  hearse,  and  may 
be  marched  in  column  of  platoons  or  column 
of  squads.  Escort  of  platoon  or  less  may  be 
marched  in  line. 

568.  The  band,  if  present,  shall  play  solemn 
music  from  the  time  the  casket  is  brought  from 
the  house  until  it  is  placed  in  the  hearse;  also 
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to    continue    playing    at    slow    time    until    the 
church  is  reached. 

569.  The  procession  is  formed  in  the  fol- 
lowing order: 

( 1 )  Music. 

(2)  Escort. 

(3)  Clergy. 

(4)  Gasket  and  pallbearers. 

(5)  Mayor,  police  commissioners  and  chief. 

(6)  Mourners. 

(7)  Distinguished  persons. 

(8)  Delegations. 

(9)  Societies. 
(10)   Civilians. 

570.  The  procession  being  formed,  the  com- 
mander of  the  escort  puts  it  in  march.  The  es- 
cort marches  slowly  to  solemn  music,  if  any. 
The  column  having  arrived  opposite  the  church 
or  place  of  funeral,  line  is  formed  facing  the 
church.  When  the  casket  is  taken  from  the 
hearse  the  commanding  officer  will  command: 
"1.  Present — 2.  Batons,"  giving  the  command 
"1.  Carry — 2.  Batons,"  after  the  casket  has  been 
carried  into  the  church  or  place  of  funeral  or 
services.  Appropriate  music  shall  be  played 
during  the  time  the  casket  is  being  taken  from 
the  hearse  into  the  church  or  place  of  services. 

571.  If  the  escort  is  temporarily  dismissed 
to  attend  the  services,  it  shall  be  moved  away 
from  in  front  of  church  or  other  place  where 
services  are  held  and  re-formed  in  sufficient 
time  to  "Present — Batons"  as  the  casket  appears 
at  the  entrance. 

572.  When  the  escort  arrives  at  the  point 
where  it  is  to  leave  the  procession,  the  com- 
manding officer  shall  form  line  to  the  left,  and 
as  the  hearse  comes  within  six  paces  of  the 
left  flank  of  his  command  he  shall  order  "1.  Pre- 
sent— 2.  Batons,"  and  remain  at  the  "Present" 
until  the  hearse  and  mourners  (usually  the  first 
three  carriages)  have  passed.  The  escort  then 
stands   at   ATTENTION   until   the   remainder 
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of  the  funeral  has  passed,  when  it  may  be  dis- 
missed or  marched  away. 

573.  The   pallbearers   shall   accompany   the 
funeral  to  the  cemetery,  if  requested. 

REGULATIONS  FOR  FUNERALS 
"THE  FLAG" 

574.  The  flag  shall  be  placed  at  half-mast  at 
a  station  or  headquarters,  as  follows: 

(a)  Upon  the  death  of  a  police  commissioner 
or  the  chief,  at  all  police  stations  from 
the  time  of  his  death  until  sunset  on  the 
day  of  his  burial,  and  the  flag  shall  be 
flown  at  half-mast  at  headquarters  on  the 
day  of  his  funeral. 

(b)  Upon  the  death  of  a  captain,  on  his  station 
from  the  time  of  his  death  until  sunset 
on  the  day  of  his  funeral,  and  on  all  sta- 
tions on  the  day  of  his  funeral. 

(c)  Upon  the  death  of  a  lieutenant,  non-com- 
missioned officer  or  patrolman,  the  flag  at 
the  station  house  to  which  he  was  at- 
tached shall  be  flown  at  half-mast  on  the 
day  of  his  funeral  from  sunrise  until  sun- 
set. 

(d)  Upon  the  death  of  a  member  killed  in  the 
discharge  of  his  duty,  the  flag  shall  be 
flown  at  half-mast  at  the  headquarters  of 
the  company  or  unit  to  which  he  was  at- 
tached, for  a  period  of  ten  days  from  the 
day  of  his  death.  The  flag  shall  be  flown 
at  half-mast  on  all  police  buildings  from 
sunrise  to  sunset  on  the  day  of  the  funeral. 
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AUTOMOBILE  OPERATOR— Continued  RULE 
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BOARD,  punish  for  violations  318 

reward  member  _ 2 

Secretary    _ 6 

suits,  permission  to  file  430-439 

BOOKING  DESK,  not  to  go  behind  _ _ 299 

BOXES,  Police,  Fire,  U.  S.  Mail  _ 222 

BULLETINS    314 

BUREAU  OF  CRIMINAL  INFORMATION  95 

radio  messages   ._ 97 

records,   keep   99 

reports,    confidential  „ 100 

custody  of  ..._ 100 

tabulation    of   - 100 

telephone    records 97-98 

teletype   messages   _ _ _ 97 

warrants,    record  of  „ 101 

BUREAU  OF   IDENTIFICATION   - 66 

BUREAU  OF  INSPECTORS  _ 55 

BUREAU  OF  SPECIAL  SERVICES  103 

complaints,    investigate    109 

crime  prevention  110 

narcotics,    sale    of   105 

reports,  make  ~  109 

BUREAU  OF  TRAFFIC  ENGINEERING  & 

ADMINISTRATION  92 

c 

CALENDAR,   prepare  - - 248 

CANDIDATES,  propose  or  work  for  438 
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RULE 

CAP  COVERS  _ _ 119 

CAPTAIN  OF  INSPECTORS  _ 56 

CAPTAIN  OF  POLICE  135 

city,  not  to  leave  166 

command,    responsible   for  135 

contagious  disease  „ 163 

correspondence,  answer  158 

criminal  laws,   enforce  „ 141 

details  to  other  companies 157 

district,  not  to  leave  145 

inventory,    check    140 

Lieutenant,  detail  in  absence  165 

member  arrested  153 

dismissed,   make  report  168-169 

separated  from  department  156 

suspended    „ 152 

"        unfit   for  duty 150 

members,  assign  137 

orders,   may  issue  „ 137 

permits,  record  of  to  keep  _ 147 

prisoner,  furnish  guard  for  „ 164 

property,   not  to  loan  „ 142 

reprimand  fox  trivial  violations  _ 154 

revolvers,    record  of  _ „ 159 

social  status,  keep 149 

special  duty  in   district  161 

station,    condition   of   143 

subordinates,  discharge  duties  „.  136 

testimony  expected  on  charges  155 

uniform,    wear   _ 145 

vice  conditions,  investigations  162 

violations,   trivial „ 154 

visit  and  inspect  district  144,  146 

watch  off  160 

watch  reports  . ~ 148 

watches,  assign  to  138 

CAPTAIN,   SUPERVISING 35 

advise  and  assist  captains  39 

command  of  district,  assume  43 

recommend   changes   39 

visit   stations   37 

CAPTAIN  OF  TRAFFIC   90 

accident  prevention  bureau  _ „ 92 

time,  devote  to  business  _ 91 

CELLS,    visit   „ _  294 

CERTIFICATE,  not  to  procure  from  Police 

Surgeon    ~ _ 523 

sick  or  disabled  405 

CHARGES  AND   TRIALS  - - 317 

CHARGES:  by  citizens  - 47,  320 

how  filed  - 319 

how   served   322 

member  suspended,  pending  hearing  of  323-324 

plea  to - 322 

synopsis  of  testimony  155 

to  be  clear  and  concise  - 321 
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RULE 

CHIEF  OF  INSPECTORS 57 

acquire  information,   criminals  67 

assigns  assistant,  court  presentation  after  arrest  68 

bureau  activities,  keeps  Chief  of  Police  informed  ..     59 

bureau  watch  report  _ ~ ~ 62 

control  and  supervision  _ 58 

correspondence,  control  and  assign  61 

crime,    investigate   .•. — 60 

Criminologist,     assign    _ 66 

extraditions,    returned    prisoners    64 

photographs,  not  to  be  inspected  65 

records,    keep    _ 58 

roll  call  and  assignments  _ 63 

CHIEF  OF  POLICE  „ 11 

annual  inspection,  command  21 

assign   members    12 

band,   may  organize  22 

board  meetings,  attend  20 

days    off,    suspend   _ ~ 23 

executive  officer  of  department  11 

permits,   may  issue  16 

"  may  refuse  - 17 

prison,   control  of  15 

property  used  in  crime,  may  sell  19 

prosecutor,  act  as  - 20 

responsible  for  enforcement  of  laws  11 

rewards,  may  recommend  

special  police  officers,   appoint  18 

suspend   member   - 12 

transfer   member   _- 12 

weapons  used  in  crime,  sell  19 

CHIEF'S  OFFICE,  notify  when  _.  177 

CITY,  not  to  leave  _ 166 

CITY  PRISON  240 

calendars,    prepare    _ 248 

member  in   charge  responsible  241 

prisoner,  inhumanity  towards  245 

"  not  to  interview  - 249 

"  property  to  property  clerk  246 

supplies    to   246 

CIVILIAN  CLERKS  _ : 381 

CLUB,  member  of  516 

COLOR,   NATIONAL   559 

COMMAND  OF  UNIT  _ 136 

COMMENDATION  ..._ _ 535 

COMMENTS  and  COMMUNICATIONS  469 

confidential    communications    472 

copies  of  orders  or  instructions  475 

criticize   department  _ 474 

information   concerning   department  474 

obstructing  work  of  department  - 473 

COMMUNICATIONS,  answer „ 528 

COMPLAINTS,   answer  - 528 

report  on  ..._ _ — 196 

COMPROMISING  CRIMES  -  491 
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RULE 

CONDUCT,  MERITORIOUS  538 

UNOFFICERLIKE    __. -------  317 

ggSSIKJSSP  UNN^C1SS^==Z  | 

CRIMINAL  INFORMATION,  BUREAU  OF  95 

CRIMES,   report      - Jgg 

gST^rSM^DEPAe MINTS"  OF  cifY  =;;  474 

COURT  DUTIES  .._ g| 

appear  in  uniform  ^qq 

civil    cases 334 

consult  prosecuting  attorney  - ^ 

file  complaint  . — "  ggg 

present   case  — -- - ""  ogg 

procure   criminal  records   339 

report   disposition    gg7 

serve   subpoenas   . — cc-i 

COURTESIES   3Jl 

D 

DEFENSE,  WITNESS  for  __ -_ - ™ 

DEPARTMENT,  ORDER  OF  RANK  5 

DEPARTMENT   SECRETARY    .g* 

DEPARTMENTAL    PROPERTY    .... 508 

DEPUTY  CHIEF  __ - j3   2g 

act  in  absence  of  chiel  '  2g 

complaints,    receive    24 

report  to  chief  — 27 

DESKS?  Cliil/ ASSISTANT" TZZ==    » 

DESK   CLERK   ----- - fg9 

DFTAIL  BOOK,  Lieutenant  to  keep 10- 

DIRECTOR,  BUREAU  OF  CRIMINAL 

INFORMATION    rr^SSZ^Srar 44 

DISABILITY  and  SICKNESS  4UD 

DISCIPLINE    — 455 

abstain   from   liquor   - ~"     434 

abusive  language  45g 

address  board  — 442 

athletic  contests  - "  453 

board   meetings - - 44Q 

candidate  popularity  contest  - 45Q 

carry    packages    - — •- - acq 

cash  salary  check,  bail  bond  broker  *g 

chew  gum  or  tobacco  447 

discredit  on  department  - -  451 

drink  intoxicating  liquor  ~ 
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DISCIPLINE— Continued  RULE 

enter  place  where  inotxicating  liquor  is  sold  452 

entire   time   to  police  business  435 

file  suits  — _ 439 

furnish    information    _ 461 

games  in  station  445 

give    evidence    _ 456 

influence   legislation    438 

importune  chief  or  board  ....»_ 441 

keep  manual  463 

on  duty  always  _...  437 

intoxicating  liquor  in  police  vehicle  454 

orders,   conflicting  431 

obey    ._ 431 

organization    (military)    belong   to  436 

politics,  participate  in  _ 438 

reading    newspapers    „ _ „ 444 

respectful   to   superiors   433 

rise  and  stand  at  attention  457 

sleep  on  duty  „ 448 

smoke  on  duty  _ „ 449 

solicit   funds   _ 438 

special  details  _ 432 

transporting  intoxicated  persons  450a 

visit  places  violating  law  ~ 446 

witness  for  defense  _ 462 

DISTRICT,  Lieutenant  in  Command  170 

"  Lieutenant  to  Patrol  184 

conditions,  sergeant  to  report  207 

DRILL _ 464 

supervision    of    53 

DYING  STATEMENTS  411 


ELECTION,  take  part  in  „ 438 

ENTIRE  TIME,  to  department  435 

EQUIPMENT,  Property  Clerk,  to  keep  119,  331 

loss  of,   report _ _.  334 

off   duty,    carry   „ 333 

on  duty,  carry  _ 329 

may  sell  _ .-. 120 

not  to  loan  _ 335 

patrolman   must   carry    227,  228 

provide  with  328 

safe   keeping   of   _ 334 

ERASURE  OF  RECORDS  526 

ESCORT,  FUNERAL  562 

EVIDENCE,  property,  book  485 

to  give   . — „ 456 

weapon  used  _ 478 

EXAMINATION  BY  POLICE  SURGEON  522 

EXPENSE  ACCOUNT,  render  _ 75 

EXTRA  DUTY  „ 401 

application  for  ~ 404 

claim   for  403 

EXTRADITION  CASES  ._ 64,  74 
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F  RULE 

FAILURE  TO   REPORT   176,  177 

FAMILY   CONTROVERSIES    481 

FELONY  CASES,  Lieutenant  respond  to  186 

arrests  484 

FEMALE   PRISONER   269,  295 

FIREARMS,   inspect   - 189 

FIRES  _ -  413 

alarms,  Lieutenant  respond  to  185 

cooperate  with  fire  department  421 

insufficient  police  at  422 

life  and  property,  protect  419 

lines,    establish   420 

line   passes  417 

make   reDort   423 

FLOORMAN,  City  Prison  243,  273 

lock   cells   - -- 273 

prohibit   communication    274 

sick  or  injured  prisoner  273 

FORCE   AND   RESTRAINT   476 

FUGITIVE  FROM  JUSTICE  482 

FUNERAL    ESCORT   _ 562 

FUNERAL   REGULATIONS  574 

G 

GAMES  IN  STATION  445 

GENERAL   ORDERS   312 

GENERAL    RULES    495 

assist  members  of  other  departments  517 

autos.   not  to  use   505 

certificate  of  Police  Surgeon  — -  523 

change   of  residence  510 

change  of  watch  _ - 498 

clean  and  neat  in  appearance  507 

clubs,   organize   516 

departmental  property,  care  of  508 

disability   examination   522 

give  name  and  star  number  502 

hours  of  duty  495 

live  in  city  509 

lost    persons    520 

meals,  obtaining  519 

member  acting   — ^yl 

organization,  belong  to  515 

police  signal  box,  use   504 

polite   and   civil   502 

preserve   peace   511 

prevent    crime    511 

prisoner,  guarding  518 

ranking   officer  in   command   499 

senior  member  in  charge  — 500 

senior   members    496 

seniority . - 497 

street  cars,  riding  on 514 

telephone  calls,  answering  512 

telephone  conversations  513 

transmit  information  received  503 

uniform,    buttoned    506 

watches  495 
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RULE 

GOVERNMENT  OF  DEPARTMENT  1 

GUARD,   CAPTAIN  TO  FURNISH  164 

H 

HOMICIDE,  report  immediately  284 

dead  body  found  _ .1 406 

dying    declaration    411 

keep  persons  from  scene  .. _ 408 

note  position  of  body  409 

procure    witnesses    407 

take   statements   _ - 410 

HOSPITAL,  GUARD  PRISONERS  AT  468 

HOSTLERS    375 

obey  orders  ~ 376 

report  on  and  off _ 375 

report  sickness  or  injury  of  horse  379 

smoking  on  duty  380 

HOURS  OF  DUTY 437,  495 

I 

IDENTIFICATION  BUREAU  _ 66 

IMPORTUNE  CHIEF  OR  BOARD  441 

INFORMATION,   transmit  503 

INSPECTION,  ANNUA  L 4 

command   of   _ 21 

INSPECTOR  OF  AUTOMOTIVE  EQUIPMENT....  340 
INSPECTOR  OF  HORSES  AND  EQUIPMENT  ....  231 

assign    horses    234 

member  unfitted  for  service  _ 235 

supervision   of  horses  232 

supplies,  order  and  receive  233 

INSPECTOR.   SCHOOL  TRAFFIC  PATROLS  83 

INSPECTORS    _ 69 

assist  patrolmen  _ „ 521 

correspondence   prohibited    79 

expense  account,   render  75 

extradition  cases  _ 74 

interference    prohibited   70 

private  work   prohibited  _ _...     73 

reports,   make  „ 78 

take   charge  of  cases   71 

INSPECTORS,  BUREAU  OF  55 

INSPECTORS,   CAPTAIN  OF  .'. 57 

INTOXICATED  MEMBER  128 

INTOXICATIN  LIQUOR,  use  of 451 

INVENTORY,   Captain   to   take   140 

INVESTIGATION  REPORTS  193,   194 

J 

JUVENILE  BUREAU  110,  111 

L 

LANGUAGE,   PROFANE   502 

LEAVE  OF  ABSENCE  391,  394 

application    for    396 

permission  to  leave  city  ~ 394 

record   of   394 

without   pay   _ „ 395 

LEGISLATION,    purpose    438 

LETTERS,  report  on  - 196 
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RULE 

LIEUTENANT  OF  POLICE  _ 170 

acting  captain  165,   187 

detail   book   _ _ 182 

discipline,    enforce    _ _ 173 

equipment,   inspect   _ _ 190 

extra  duty  record  _ _ 182 

fire  alarms,  respond  to  _ 185 

firearms,    inspect   „ 189 

meal  periods,   arrange  _ 175 

member  failing  to  report  176,  177 

murder  case,   respond   to  _ _ 186 

patrol    district    _ _ 184 

platoon,   in  charge   of  _ 173 

platoon,    inspect    _ „ 174 

records  preperly  kept  _ 180 

records  examine  and  correct  181 

reports,    receive    _ 179 

responsibility  — _ 1 71,   1 87 

roll   call  _ 174 

unfit  for  duty,  member  „ 178 

uniform,   wear   _  172 

LIGHTS,  report  out  220 

LIQUOR,    in   station    453 

abstain  from  _ _ 451,  455 

in  police  vehicle   „ „  454 

on  police  boat  _ — 453 

LOCK  PREMISES,  found  open  192 

LOGBOOK,  keep  301 

LOST  PERSON  _ 291,  293,  520 

M 

MANUAL,  carefully  keep  463 

MATRON  „ „ 243,   275 

communications  prohibited  „ 277 

dormitory,  not  to  use  281 

female   prisoners,   charge   of _ 275 

inspect   cells   276 

messages,  not  to  carry  278 

not  to  leave  prison  during  tour  275 

sick  or  injured  prisoner  „.  276 

visitors,  not  to  receive  280 

MEAL,    procuring    _ 519 

MEAL  PERIODS,  ARRANGE  _ „ 175 

MECHANICAL  APPARATUS  483 

MEMBER  ARRESTED   „ _ „ „ 153 

death  of  168 

suspended     323 

temporarily   assigned    183 

MEMORANDUM  BOOK,  SERGEANT'S 203 

MERITORIOUS   CONDUCT   BOARD 538 

MISCONDUCT,   UNOFFICERLIKE   317 

MISSING   PERSON   289 

MOTORMAN,   arrested  480 

MOUNTED   OFFICER   236 

care  of  horse  _ 237 

others  not  to  ride  horse  239 

responsible  for  horse  _ _ 237 

MOUNTED  POLICE  SERVICE  231 

Inspector  of  Horses  and  Equipment  „ 231 
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N  RULE 

NATIONAL  ANTHEM  561 

NATIONAL   COLOR  _ 559 

NEGLECT  OF  DUTY 212,  213 

NEWSPAPER,  reading  _ 444 

o 

OFFICER,  TRAFFIC  „ 93 

ON  DUTY,   always  437 

OPERATOR  OF  POLICE  VEHICLES  344 

OPERATORS,   TELEPHONE   336 

ORDERS  _ _ 309 

bulletins    _ 314 

captains  may  issue  137 

classification  of  315 

conflicting    _ _  431 

criticism   of  475 

filed,  how  „ _ _ _ 316 

Q  tiiti  %» A.  »»■■■»»«—■  W«»WMM«—»*— —»«■——«— WW»^—M»Mm«  \J    V.  £ 

obey     „ _ 431 

permanent    31 1 

received  by   _...  285 

special  _ „ 313 

to  be  read  _ _ 191 

ORGANIZATION  OF  DEPARTMENT  ..._ 3 

ORGANIZATIONS,  MEMBERS  OF  _...436,  515 


PACKAGES,  carrying  _ 450 

PATROL   BOX,   use  of  _ 504 

PATROL   WAGONS  339 

PATROLMAN     _ 208 

accidents    on    street    224 

beat,    not   to  leave    215 

boxes,  fire  and  police  222 

boxes,  U.S.  Mail  „ 222 

dead   animals    on    street   225 

direct    persons    _ 226 

electric  flashlight,   carry  _ 228 

equipment,    carry    227 

failure  to  discover  burglary  212 

"       "         "  other  crime  _ _.  213 

illegal  places  on  beat  — „ 217 

laws,  enforce  _ „ : 214 

light   outrages,   report  ..._ 220 

lights   on  barriers   - 219 

loitering  on  beat  210 

observe   conduct  of  criminals   216 

obstructions  on  street  or  sidewalk   219 

patrol   beat   209 

permits,   where  necessary  _ _ 230 

premises   found   open   _ 211 

reports,    make    229 

traffic  signals,  examine  ~ 223 

try   doors   211 

unnecessary    conversation    „ 210 

water  pipes,  report  breaks  221 

PERMANENT    ORDERS    „ 311 
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RULE 

PERMIT,  chief  to  grant  16 

may   refuse   _ 17 

operating  under  230 

person  holding  533 

PERSONNEL,  DIRECTOR  of  44 

attend  meetings  of  board 50 

candidates  for  appointments,   investigate  51 

complaints,    investigate    _ 47 

conduct  department  school  „ _ 52 

records,  keep  - 49,  54 

supervise  drill  - 53 

PLATOON,  inspect  - 174 

Lieutenant  in  charge  of  173 

POLICE  BUSINESS,  not  to  communicate  471 

POLICE  CHAPLAIN,  duties  -  134.2 

attire    - 134.3 

courtesy  and  respect  due  134.4 

POLICE  SURGEON  - 126 

contagious    disease    129 

disability  leave,  return  from  ..... 134 

fumigation,  may  order  .. — - 130 

intoxicated  member,  visit  128 

order  member  to  report  for  duty  . — —  127 

patient,  member  not  to  be  - 132 

quarantine  home  - 129 

requests  Chaplain  when  needed  134.1 

substitute  in  absence  — _ - 133 

vehicle  used,  contagious  disease  130 

visit   sick   members   127 

POPULARITY  CONTESTS  ~ 440 

PRESENTS  - ^" 

PRISON,  chief  in  control  of  15 

PRISON,  CITY  ..- - 240 

PRISON  KEEPER  250 

arrest  on  warrant  - j™* 

automobile  theft  - $"£ 

check,  arrested  for  - ^'y 

examine  bulletins  — - 271 


felony  charge,  sign  name 
female   prisoner   .. 
governed  by  rules 
inhumanity  to  prisoner 


261 
269 
290 
268 


juvenile  prisoner  ~ - jrTl 


258 
264 


member,  subordinate  to 

narcotic  prisoner  

narcotic,  as  evidence Q.~ 

naturalized  citizen,  prisoner 
notify  friends  of  prisoner 


265 
260 
253 
263 
261 

property,    enter   253 

roroint    fr\r    nrnnprtv    . ...... — .......    CJ I 


numbers  of  articles,  enter 

order  of  discharge  

prisoner  sign  name 


receipt  for  property 
residence  of  prisoner 
sick  or  disabled  prisoner 


252 
267 


sign  book,  reporting  on  and  off  _ ~ 251 

special  officers,  arrests  by  - - —  ^D 
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PRISON  KEEPER— Continued  RULE 

telephone,  use  of  _ 259 

warrant,   arrest  on  266 

PRISONER     „ 

alien    _ 265 

automobile   theft   _ „ _ _  262 

blankets,    supply _ 246 

commanding   officer,   interview  494 

converse  with  490 

felony,  arrested  for  261 

female   ~ _•- _ —  269 

force  and  restraint  ~ —  476 

full  name,  enter  252 

guard  for  - _ 468,  518 

inhumanity  towards  245,  268 

juvenile     _ 254 

loan  to  ~ _ _ 493 

narcotics,  arrested  for  _ - _.  264 

naturalized   citizen    _ 265 

not  to  interview  „ 249 

order  of  discharge  for  _ 263 

proper  charge  placed  „ 494 

property  of  _ _ 253 

receipt  for  property  „ _ 257 

jCCll  \—  J-X  \JX.  — ^■■■■■■■■■■■■■■■■■■■■■■■Mt— ■■■rTnaa^BtftiiUHrtiiaiWiMMW^B^  1  ^J    A 

search,   responsible   for   _ 486 

sick  or  disabled  _ ~ 267 

sufficient  money  for  bail  _ 298 

telephone,  not  to  use  259,  260 

warrant,  arrested  on  266 

PROBATIONARY   PERIODS   _ 131 

PROPERTY  CLERK   -  113 

bond,    furnish   _ ~ 114 

equipment,  keep  119 

office  hours  — _ - 115 

property,   receive  116 

return    _ 122 

records,   keep   _ 117 

revolvers,  keep  _ 119 

rewards,  receive  and  hold  125 

stationery,  keep  on  hand  121 

uniform  cloth,  keep  119 

uniform,  dispose  of  _ - 120 

PROPERTY,  protect  ...„ „ 511 

PROPERTY,  RECEIPT  FOR .'. _  257 

departmental    156,  508 

lost     _ _ _ 525 

may  return,  when  304 

responsible   for  297 

stolen,   found,  etc .530,  531 

PROSECUTOR,  CHIEF  TO  ACT  AS  20 

PROTECTION  OFFICERS,  WOMEN  88 

PUNISHMENT,  on  charges  „ 318 

Q 

QUARANTINE  HOME  of  member  129 

128 


RULE 


RADIO  CARS _ 339 

RADIO   MESSAGES   ! 97 

RAINCOATS   119 

RANK,  order  of  _ 5 

RANKING  OFFICER,  in  command  _ 499 

RECORDS    „ 524 

copies  of  ~ 524 

erasure   of  ~ „ 526 

known    criminals    216 

lieutenant  to  inspect  ..... „ 181 

removal  of  529 

responsible   for  300 

stations,   properly  kept  180 

REPORTS     „ „ 100 

accident    224 

broken  pipes  221 

complaints    _ _ 528 

confidential    records    100 

contents  not  to  be  divulged  „ 100 

crimes   on  beat   „ _ 229,  527 

criminals  living  on  beat  „ 216 

dead  animals  on  street  _ 225 

describe  persons  or  property  525 

involving  another  district  197 

lights  out „. „ 220 

loss  of  article  of  equipment  334 

lost   property   .531,  532 

member  unfit  for  duty  _ „ 150 

permit,  operating  under  230 

places  illegally  operated  „ 217 

receive  and  verify _ 179 

remove    529 

signal  boxes  222 

to  commanding  officer  - ~  524 

traffic   signals    _ 223 

typewritten    , 526 

violation  of  rules  .._ _ 306 

RESIDENCE,  change  of  „.  510 

in  city  _ 509 

record   of   ~ 149 

RESPECTFUL,  to  superiors 433 

RESPONSIBLE  FOR  SUCCESS  OF  DETAIL  432 

RESPONSIBILITY 

acting    _ 501 

captain    -  135 

city  prison  ~ 241 

lieutenant     _ 171 

patrolman    214 

sergeant    206 

station  keeper  283 

success  of  detail  432 

REVOLVERS    ...- 1 19,  159 

regulation     _ 330 

REWARD,  Board  may  allow „ _       2 
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RULE 

REWARDS,  deposit  with  property  clerk  428 

not  to  give _ 429 

"    "  receive    _ 424 

report  receipt  of  _ 427 

.  testimonials  and  contributions  . 424 

RING  IN,  failure  to  _ 305 

sergeant    _ 202 

ROLL  CALL  ^ 174 

RULES,  captain  subject  to  139 

s 

SALARY  CHECK  „ 460 

SALARY,  personal  _ _ 531 

SCHOOL  DEPARTMENT  „ 52 

SCHOOL  TRAFFIC  PATROLS,  Inspection  of 83 

SECRETARY,  DEPARTMENT  _.    32 

SECRETARY  OF  BOARD  6 

office   hours  7 

orders,  transmit  9 

records,  custody  of  „ _ 8 

reward,  application  for  10 

SENIOR  MEMBER,  in  command  500 

SENIORITY    ..._ .496,497 

SERGEANT  OF  POLICE  198 

acting,  charge  of  platoon  „ 206 

conditions  in  section,  report  207 

conversation,  unnecessary  _ 205 

instruct   subordinates „ 199 

memorandum  book  _ 203 

patrol  section  _ „ 201 

patrolman,  unable  to  find  204 

ring   in   202 

visit    patrolmen    _ _ 201 

watch  report,  prepare  200,  203 

SICK  OR  INJURED  PERSONS  267,  273,  276 

care   of  467 

prisoner  308 

SLEEPING  ON  DUTY  448 

SMOKING  ON  DUTY  449 

SPECIAL  DUTY,  in  district  161 

SPECIAL  ORDERS  313 

SPECIAL  POLICE  OFFICERS,  appointment  of  18 

SPECIAL  SERVICES,  BUREAU  OF  103,  162 

STATEMENTS  477,494 

STATION,   games  in  _ 445 

STATION  KEEPER  282 

arrest  cards,  forward  _.  307 

assistants,   responsible  for  302 

booking  desk,  not  to  go  behind  299 

bulletins,    receive  285 

charge    of   station    283 

female  prisoner,  search  of  295 

homicide,  notify  chief's  office  _ 284 

log  book,  entries  301 

lost   persons    291,  293 

missing   persons   289 

orders,   receive  285 
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STATION  KEEPER— Continued  RULE 

prisoner,  bail  in  possession 298 

prisoner,  care  of 290 

prisoner,   property  allowed  to   retain  304 

property,    responsible   for  297 

records,  keep  neat  and  clean  300 

ring   in,    failure   305 

rules,  same  as  prison  keeper  290 

search  of  prisoner  303 

sick  or  injured  persons  308 

stolen  automobiles,  furnish  license  numbers  of  286 

teletype    messages    _ 285 

transmit  information 284,  288 

violations,   report  306 

warrant  for  defendant  in  another  county  296 

STENOGRAPHER     381 

STOLEN  PROPERTY,  care  of 530 

STREET  CAR,  riding  on  514 

SUBPOENA,    serve    195,  488 

SUITS,  institute  430,  439 

SUPERVISING  CAPTAIN   35 

SURGEON.   POLICE   126 

SUSPENDED  MEMBER  323,  324 

T 

TELEPHONE   conversations   513 

member,  use  of  by  504 

manner  of  using  512 

prisoner,  use  of  260 

TELEPHONE  OPERATOR 336 

TELETYPE   MESSAGES  - '.     97 

TESTIMONIALS    424 

TFAFFIC    BUREAU °0 

Captain  of  Traffic,  duties  91 

Director  of  Traffic,  duties  92.2 

unHer  control  and  direction  of  the  Director 

of    Traffic    92.1 

TRAFFIC    OFFICER   _ 93 

conversation,   unnecessary  93 

post,  not  to  leave  94 

signals,    reoort   223 

TRANSFERS    534 

TRIALS   317 

TURNKEY,  c'ty  prison  243,  272 

keys  in  possession  of  272 

u 

UNFIT  FOR  DUTY,  member  150,  178 

UNIFORMS  325 

captain    to  wear  145,  167 

cloth   .. 119,  326 

inspection  of  326 

keep    buttoned    506 

keen  neat  and  clean  _ 506 

mnde  of  regulation  cloth  - —  325 

may  sell   L20 

not  to  lo?n  - •■ 335 

not  to  leave  in  place  where  intoxicating  liquor 
is  sold  452 
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UNITED  STATES  MAIL  WAGON  DRIVERS  479 

UNOFFICERLIKE  CONDUCT  ..„ _...  317 

V 

VACATION,  ANNUAL  „ 391 

VICE  CONSTITUTIONS,  assistance  in  suppressing..  162 

VISIT  PLACES  where  law  is  violated  446 

where  intoxicating  liquor  is  sold  452 

w 

WAGON.  PATROL  _ 339 

WARRANT,  arrested  on  266,  296,  487 

record  of  ; 101,  489 
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unserved   „ 101 

WATCH   OFF   

board  may  suspend  399 

captain's     _ 160 

lieutenant   to   arrange    398 

members   397 

WATCH    REPORT   „ 148 

WATCHES   _ 495 

WEAPONS,    as   evidence    478 

used  in  crime,   to  sell  19 

WITNESS,  appearing  as  443,  456 

in  behalf  of  defense  462 

statements    of    477 

WOMEN  PROTECTIVE  OFFICERS  88 
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